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Title 1. Introduction and Policy Statements
Chapter A. Personnel Officer

1. Personnel Officer. A position entitled Personnel Officer shall administer the
human resource and personnel functions of Carbon County. The Personnel
Officer's duties shall be those described in the Utah Code Annotated, 1953 as
amended in Title 17-33 et. seq. Duties and responsibilities listed there may differ
slightly if the County has not been required to adopt certain provisions therein.

2. Duties: The following list of duties may not be exhaustive. The Commission may,
from time to time, require others. Others may necessarily evolve because of the
nature of the position. The following are, therefore, some of the duties of the
Personnel Officer:

a. The Personnel Officer is responsible for interpreting the Policies & Procedures
already adopted. If an issue is not covered, he/she shall seek a ruling from the
Commission which shall then become policy.

b. The Payroll function of Personnel is maintained by the Clerk-Auditors Office,
however the Personnel Officer has access to the records and may from time to
time make certain rulings regarding already adopted policies concerning overtime,
etc.

c. The Clerk-Auditor shall maintain the permanent personnel files but nothing shall
be removed therefrom without the Personnel Officer’s knowledge and approval.

d. The Personnel Officer shall preside at all administrative hearings except when the
Commission hears an appeal or requires the appeal be heard by an ALJ. In such
cases, in company with the County Attorney, he shall prosecute the County's case.

e. Unless there is an appeal, the Personnel Officer is a neutral party. He/she is
required to respond to inquiries from elected officials, supervisors and employees
and to do so in a timely manner. He/she is required to respond in five (5) working
days or sooner if possible. If the question requires research he/she shall inform
the person making the inquiry that research is progressing and to complete the
same as rapidly as possible. He/she is-required to assist both supervisors making
charges and employees filing grievances. He is to make available records and
paperwork entrusted to him/her and to maintain such records as may be required
by law or other parts of these Policies & Procedures.

f. When contemplating creating new policies, the Commission shall require
him/her—and if necessary the County Attorney—to research the same regarding
any bar that might exist thereto.
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g. He/she is to assist the Commission in any labor negotiations and to act as a
neutral point of transference of information therein.

h. He/she shall act in assistance to the Commission, Clerk-Auditor and County
Attorney insofar as their duties dealing with personnel.

I. Propose new policies and procedures and amendments thereto as provided by,
UCA Title 17-33 et. seq. Adoption shall be by the executive authority of Carbon
County unless otherwise provided for.

J. Serve the Board of Commissioners in such capacities regarding personnel matters
as they may require and as provided by law or policy.

3. Employee Access to Personnel Officer. Any employee has access to the Personnel
Officer for reasons of determining policy or with questions. Any employee has
access to the Personnel Officer for determining his or her rights and obligations.
Supervisors and elected officials have access to the Personnel Officer to assist in
investigations or applications of discipline. The Executive Authority of Carbon
County may require the Personnel Officer to investigate any matter within his/her
purview not otherwise raised or requested by another employee or supervisor.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 1.

Introduction and Policy Statements

Chapter B. Personnel Policies

1. Policies. These policies as enunciated in the Personnel Policies and Procedures

manual constitute the personnel policies and procedures for Carbon County.

Policies Not Contractual. Neither this nor any other policy of the County is a
contract either express or implied with any party. The rights of individuals derive
from the laws or from express contract, not from policy. Provided they are not
contrary to law or contract, the Carbon County Board of Commissioners reserves the
right to alter or, abolish any policy or to enact new policies they feel best promote the
good operation of the County. The policy may be contractual by proper reference or
by direct inclusion of this language within a contract.

Policies Severable. Nothing in this Title or any other policy of Carbon County shall
be at variance with any law, judicial decision or collective bargaining agreement. If
through the passage of time, the adoption of a contract, or through error or omission,
any part of this Title shall be at variance with law, decision or contract, it shall cease
to have force upon discovery, and all other parts of this Title are wholly severed
therefrom and remain in complete force and operation.

4. Departmental Policies

a. Departmental Policies. The Commission realizes that some Departments have
special circumstances and needs that require certain policies and procedures that
will not apply to the County Government as a whole. Therefore the Commission
authorizes Departmental specific policies and procedures provided only that: A)
they are not at odds with the Policies & Procedures promulgated by the
Commission, B) they are not at odds with the Laws of Utah or of the United
States, C) they are not at odds with any City or County Ordinance or Contract
made by the County, and D) the Commission reserves the ultimate right to rescind
such polices.

b. Professional Codes and Standards of Conduct. If employees within a
department are required to adhere to professional codes or standards of conduct to
perform their jobs or to maintain their position, Department Heads and Elected
Officials should adopt any such applicable codes of professional conduct or other
standards of conduct. The Departments shall provide copies of the same to all
employees within their respective departments, to the Personnel Officer, and to
the Commission.

c. Personnel Officer Review. All Departmental policies shall be approved by the
Personnel Officer prior to enactment by a Department. After Personnel approval,
copies shall be distributed to the Commission which has ten (10) working days to
rescind them before they become effective.

d. Enactment of Departmental Policy. Policy means permanent standard.
Departments must adopt any personnel policies in accordance with applicable
statute and ordinance and distribute them in accordance with this chapter. Failure
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to so adopt and distribute the policies will prevent an employee from being
disciplined for failure to adhere to them.

5. Amendment, Addition & Revision

a. Amendment or Revision. The Personnel Policies & Procedures of Carbon
County may be amended, added to or revised only as provided herein. Unless
amended, added to or revised all policies remain in full force and effect and no
person may deviate from them. They carry the same force of law as would any
statute or ordinance.

b. Definitions.

1. “Amendments” are new policies and/or procedures that cancel old ones or
which change the meaning and effect of old ones.

2. “Addition” means a totally new policy and/or procedure, not a change in an
existing one.

3. “Revision” means a change in wording that is not intended to change the
meaning or effect of the provision.

c. Amendment by Commission. The Board of Commissioners may alter the
Policies & Procedures at their own discretion. They may delegate to others the
authority to review and make recommendations regarding the Policies and
Procedures, including by the adoption of this ordinance the Personnel Officer.
However, the final power to amend, revise, alter, add to or abolish any policy
contained herein rests with the Executive Authority of Carbon County.

d. Amendment by Departmental Heads. Department Heads can amend or revise-
Departmental Policies only. The Personnel Officer shall certify that such
amendment is not a violation of existing policy or contract. The Board of
Commissioners may also amend General Policies and Procedures.

e. Distribution of Amendment and Revisions. Changes to these Policies and
Procedures shall be given to all employees.

f. Employee Maintenance of Personal Copies of Personnel Policies and
Procedures. It shall be the responsibility of the person receiving additions,
amendments and revisions to these personnel policies and procedures to maintain
their own copy of the document. The County shall distribute these policies and
procedures—and any additions and changes—to all employees but may, if the
Commission dictates, charge for replacements.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 1.

Chapter C.

Introduction and Policy Statements

Definitions

1. Employee Classifications. Employees shall be classified as follows:

a. Executive Employee — An employee hired by the County or appointed by the

County Commissioners Office on a salaried basis and receives such employee
benefits as provided by the County. Employees considered executive employees
include the following:

1.

Non-elected Department Heads. Non-elected Department Heads are charged
with carrying out policies of the Executive Authority of the County and who
(1) are supervisors and (2) have discretionary powers. There shall be no more
than one Non-elected Department Head per department, except as otherwise
provided by law.

Chief Deputies. A chief deputy is appointed by an elected officer pursuant to
Utah state law, Utah Code Annotated § 17-33-8(1)(b)(iv) or as subsequently
amended.

Confidential Secretaries. A confidential secretary, if any, assigned to each
elected county officer and Department Head.

Administrative Assistants. An administrative assistant, if any, to the county
executive, each member of the county legislative body, and each elected
official.

Division Directors. After May 2008, any person in a confidential relationship
with an elected county officer who was appointed by an elected county officer
to be a division director to administer division functions in furtherance of the
performance of the elected officer’s professional duties.

Key-Policy Employees. Any employee in a position that by its confidential or
key policy-determining nature, cannot or should not be considered an
occupational employee.

b. Occupational Employee — A full time employee receiving an hourly wage and not

occupying a Temporary or Executive position, and who receives employee
benefits provided by the County.

c. Part Time Employee — An employee regularly scheduled for less than 30 hours

per week.

d. Temporary Employee — An employee hired or leased for a limited period of time.

e. Stand-by Employee - A temporary employee who is irregularly used to replace
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other employees.

f. Probationary Employee - All Executive and Occupational Employees who are
employed by the County are initially a probationary employee for the first six-
month period of their employment.

2. Existing Carbon County Classifications

& 2 é L g g > - §
. 5| 2| & s| | 8| 5| 8| =2|8]¢
Department Position cjd|a| 2|d| S| F| 8]5|85|a
Emergency Medical
Ambulance Technician X
Animal Shelter Animal Control Supervisor X | X X
Animal Shelter Animal Control Officer X X X
Animal Shelter Animal Caretaker X X X
Assessor Chief Deputy X X | X
Assessor Chief Appraiser X X X
Assessor Appraiser 111 X X X
Assessor Appraiser 11 X X X
Assessor Appraiser | X X X
Assessor Appraisal Assistant X X X
Assessor Assessing Technician | X X X
Criminal/Civil/Administrative
Attorney Investigator X X X
Attorney Deputy County Attorney X | X X
Legal Secretary/Office
Attorney Manager X X X
Attorney Assistant Legal Secretary X X X
Building/Planning & Zoning Director of Planning X X X
Building/Planning & Zoning Zoning Administrator X X X
Building/Planning & Zoning Building Official X | X X
Building/Planning & Zoning Building Inspector X X X
Deputy Building
Official/Waste Management
Building/Planning & Zoning Administrator X X
Administrative
Building/Planning & Zoning Assistant/Permit Technician X X X
Clerk/Auditor Chief Deputy Clerk/Auditor X | X X
Clerk/Auditor Deputy Clerk/Auditor X X X
Clerk/Auditor Deputy Clerk/Auditor - B X X X
Clerk/Auditor Part Time Deputy X | X X
Commission Commission Secretary X X | X
Communications/Television
Communications/ Television Supervisor X | X X
Communications/Television
Communications/ Television | Technician X X X
Economic Development
Economic Development Director X X X

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Department Position SR e Sl © = O I I
Emergency Services Field
Emergency Operations Assistant X X X
Engineering County Engineer X | X X
Engineering Deputy County Surveyor X X X
Fairgrounds Equipment
Fairgrounds Operator X X | X
Events Center & Fairgrounds
Fairgrounds Support Staff X| X X
Fairgrounds Office & Event Support Staff X | X X
GIS GIS Director X | X X
Family Support and
Children's Justice Center Director X X X
Family Support and Children's Justice Center
Children's Justice Center Program Coordinator X X X
Family Support and Family Support and CJC
Children's Justice Center Office Manager X X X
Family Support and Carbon County Family
Children's Justice Center Support Nursery Coordinator X X X
IT IT Technician X
Maintenance Maintenance Supervisor X | X X
Maintenance & Abatement
Department ? X X X
Maintenance & Abatement
Department ? X X X
Maintenance & Abatement
Department ? X X X
Maintenance & Abatement
Department ? X X X X
Human Resource
Personnel Director/Personnel Officer X | X X
Benefits Administrator/Risk
Personnel Manager X X X
Carbon County Public Lands
Public Lands Director X | X X
Quality Control Quality Control X X | X
Recorder Chief Deputy Recorder X X
Recorder's Office Deputy Recorder X X X
Recreation Department
Recreation Director X | X X
Recreation Department
Recreation Assistant Director X X X
Coordinator of Recreation
Recreation Programs X X X
Recreation Office Manager X| X X
Recreation Individual Program Director X | X X
Recreation Maintenance Assistant X | X X
Recreation Program Assistant X | X X
Road Department Road Department Supervisor X | X X
Road Department Assistant Road Supervisor X X X
Road Department Landfill Operations X X X
Road Department Landfill Operator X X X
Road Department Landfill Operator - Part Time X | X X
Road Department Shop Foreman X X X
Road Department Mechanic X X X
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Department Position cldje] 2|@)o6] F)aja)8]ad
Shop Specialist/Road
Road Department Department Clerk X X X
Road Department Equipment Operator X X X
Equipment Operator -
Road Department Seasonal X X X X
Road Department Mower Operator - Seasonal X X X X
RSVP Executive Director X | X X
Safety Safety Coordinator X | X X
Senior Center Senior Affairs Director X | X X
Senior Center East Carbon Site Manager X X X
Senior Center Office Manager X X X
Senior Center Head Cook X X X
Senior Center Assistant Cook X X X
Senior Center Mobile Meals Coordinator X X X
Senior Center Mobile Meals Driver X | X X
Senior Center Crafts Instructor X X X
Senior Center Bus Driver X X X
Senior Center Custodian X X
Senior Center Recording Clerk X| X X
Emergency Management and
Sheriff Homeland Security Director X | X X
Sheriff Captain X X X
Sheriff Lieutenant X X X
Sheriff Sergeant X X X
Sheriff Investigator X X X
Sheriff Deputy Sheriff X X X
Sheriff Civil Process X X X
Sheriff Court Security Officer X X X
Sheriff Jail Lieutenant X X X
Sheriff Corrections Officer X X X
Sheriff Victim Advocate X X
Sheriff Drug Court Assistant X
Sheriff Corrections Food Service X X X
Sheriff Corrections Assistant Cook X X X
Shooting Range Range Master/Manager X | X X
Shooting Range Operations Manager X X X
Assistant Range
Shooting Range Master/Manager X X X
Shooting Range Operations Assistant X X X
Operations Assistant - Part
Shooting Range Time X | X X
Treasurer's Office Chief Deputy Treasurer X X | X
Utah State University USU Extension/Dept of
Extension Agriculture Secretary X X
Utah State University
Extension 4-H Aide X | X X
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Title 1.

Introduction and Policy Statements

Chapter D. Career Service Council

1. Selection. It is the intention of Carbon County to comply with the provisions of the
County Personnel Management Act currently found at Utah Code Ann. 88 17-33-4, to
establish a Career Services Council. To the extent that the provisions of these
provisions in any way conflict with this provision or any later amendments, Carbon
County expressly incorporates the controlling state statutes.

a.

b.

Appointment of Regular Council Members. The Carbon County Commission
shall appoint three individuals to serve as regular members of the Carbon County
Career Services Council.

1. The individuals appointed shall:

a. Be persons in sympathy with the application of merit principles to public
employment, and

b. Be actual and bona fide residents of the state of Utah and Carbon County
for a period of not less than one year preceding the date of appointment.

2. The individuals appointed shall not, during the terms of their appointment:
a. Hold another government office, or
b. Be employed by Carbon County.
Appointment of Alternate Council Members. The Carbon County Commission

may appoint two additional members as alternate members to hear appeals that
one or more Regular Career Service Council Members are unable to hear.

1. The individuals appointed shall:

a. Be persons in sympathy with the application of merit principles to public
employment, and

b. Be actual and bona fide residents of the state of Utah and Carbon County
for a period of not less than one year preceding the date of appointment.

2. The individuals appointed shall not, during the terms of their appointment:
a. Hold another government office, or

b. Be employed by Carbon County.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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2. Terms of Council Members.

a. Reqular Council Members.

1. Terms. Each Regular Council Member shall serve a three year term that will
expire on the June 30" that is three years after the date of his or her
appointment.

a. Initial Terms of Regular Council Members. When the Career Service
Council Regular Members are first appointed, the members will be
designated as Regular Council Member A, Regular Council Member B,
and Regular Council Member C.

1. The term of Regular Council Member A shall expire on June 30™ of
the year following his or her appointment.

2. The term of Regular Council Member B shall expire on June 30" of
the second year following his or her appointment.

3. The term of Regular Council Member C shall expire on June 30" of
the third year following his or her appointment.

2. Removal. A Regular Council Member may be removed by the Carbon
County Commission for cause.

a. Before a Regular Council Member may be removed for cause, he or she
will be given a copy of the charges against him or her.

b. Upon being given the charges, a Regular Council Member may request a
public hearing before the Carbon County Commission to answer the
charges.

c. If removed, the Regular Council Member shall hold office until his or her
successor is appointed.

3. Appointment to fill vacancy. In the event that a Regular Council Member
position becomes vacant before the expiration of the term, a successor may be
appointed by the Carbon County Commission. The term of the successor
shall run only to the end of the vacant position’s term.

b. Alternate Council Members.

1. Terms. An Alternative Council Member may be appointed for a one year
term only which shall expire on June 30™ of the year following his or her
appointment.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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2.

3.

Removal. An Alternate Council Member may be removed by the Carbon
County Commission for cause.

a. Before an Alternate Council Member may be removed for cause, he or she
will be given a copy of the charges against him or her.

b. Upon being given the charges, an Alternate Council Member may request
a public hearing before the Carbon County Commission to answer the
charges.

c. If removed, the Alternate Council Member shall hold office until his or
her successor is appointed.

Appointment to fill vacancy. In the event that an Alternate Council Member
position becomes vacant before the expiration of the term, a successor may be
appointed by the Carbon County Commission. The term of the successor
shall run only to the end of the vacant position’s term.

c. The Career Services Council must be a bipartisan council.

3. Compensation of Career Services Council Members

a. Council members shall receive compensation for each day or partial day they are
in session at a per diem rate determined by the Carbon County Commission.

4. Career Service Council Proceedings

a. The career service council:

1.

2.

may make an initial determination in each appeal whether it has jurisdiction;

shall hear appeals not resolved at lower administrative levels in the cases of
Occupational Employees suspended, transferred, demoted, or dismissed;

shall hear appeals in the cases of grievance not resolved by the grievance
procedure at the division or department level;

shall review written appeals in cases of applicants rejected for examinations
and report final binding appeals decisions, in writing, to the county legislative
body;

may not hear any other personnel matter;

may affirm, modify, vacate, or set aside an order for disciplinary action; and

may take any other action permitted by statute.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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b. The Career Services Council shall elect one of its Regular Council Members as
chairperson.

c. Two or more members of the council shall constitute a quorum necessary for
carrying on the business and activity of the council.

d. The council shall have subpoena power to compel attendance of witnesses, and to
authorize witness fees where it deems appropriate, to be paid at the same rate as in
justice courts.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 2. Hiring
Chapter A. General

1. Competitive Placement. Employment by Carbon County (“County”) shall be based
upon open competition, an individual's merit, and shall be free from personal and
political considerations. The County is committed to filling open positions with
current employees when a qualified employee is available. However, it is understood
that the County retains the right to interview all applicants for job openings. Nothing
herein shall be so construed as to prevent the County from offering a veteran's
preference in hiring, nor shall any discrimination be shown against members of the
military for complying with their duty.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 2.

Hiring

Chapter B. Recruitment

1. Advertisement. The County shall advertise the availability of permanent full-time or

part-time or temporary/seasonal employment to the general public and to other
employees within the County in accordance with this Chapter.

Exceptions. Temporary or seasonal workers who have previously worked for the
County in the same or similar capacity may be rehired without advertising.
Department Heads may wish to promote from within their department before seeking
employees from other County Departments or from the general public. However, the
employee receiving such an intradepartmental advancement must have completed any
probationary period applicable to his or her existing position. Stand-by employees
(irregularly used replacements) may be appointed by Department Heads provided
only that the stand-by employees meet the same minimum requirements as the person
for whom they fill-in and the Department Head certifies in writing that that is the
case.

Fair Hiring Practices. Department Heads, Supervisors, etc. shall not attempt to
give unfair advantage to any applicant, such as giving advance notice of interview
questions. Nor shall they in any way attempt to circumvent any applicable laws or
rules. Nor shall they order any employee not to apply for a position in another
department nor fail to post job notices distributed by the Personnel Officer. Nor shall
they conceal from the Personnel Officer any previous knowledge or relationship with
an applicant, but rather must divulge any previous association or relationship.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 2. Hiring

Chapter C. Interview Process
1. Interviewing. The Personnel Officer shall be present at all hiring interviews. The
County shall not interview nor hire any person for a position who does not meet the
minimum requirements listed in the job description and/or advertisement. All
interviewees will have substantially the same opportunity to present themselves and
answer inquiries regarding them. The Commission or Commissioners have the right

to be present at any interviews.
2. Selection. All persons interviewing for a position shall be subject to the same

criteria. It is the policy of Carbon County, any other policy not withstanding, to hire
the most qualified individual available. The primary decision on selection rests with
the Department Head; however, the Personnel Officer has the right to veto a selection
if he/she determines that selection will violate law or policy. In such a circumstance,
the Commission shall choose to make the final hiring decision in departments not
headed by an elected official.

a. Seniority. A County employee's seniority consists of the entire amount of time
the employee has served the County in a full-time capacity (at least 30 hours per
week). The Executive Authority may consider seniority as a factor in promotion,
advancement, job bidding or other advancement. Where certain skills are relevant
only to one department, seniority for the purposes of advancement and job
bidding may be departmental. Within these bounds, every department may have a
seniority policy providing it is approved by the Personnel Officer and
Commissioner over that department. Nothing herein shall be construed as to
absolutely require seniority as the only factor regardless of skills or the ability to
perform the essential functions of a particular job. Additionally, no department
shall, because of seniority, be deprived of a skill necessary to its good operation.
Determinations as to what is to be considered a necessary skill shall be made by
the Department Head or, if it so desires, by the County Commissioners.
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Title 2. Hiring
Chapter D. Job Functions

1. Essential Job Functions. All persons employed by the County shall be able to
perform the essential functions of their positions with or without reasonable
accommodation. Reasonable accommodation is available to qualified applicants and
employees with disabilities whether they work part-time or full-time, or are
considered “probationary.” The request for reasonable accommodation must be
requested by the job applicant or employee.
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Title 3.

Employee Conduct

Chapter A. General Conduct

1. General Conduct. Because those doing the People's business; whether hired,

appointed or elected, are the agents of the People, to whom the government belongs,
and bear responsibility for the trust and mandate the People have placed on their
government, they shall at all times, therefore, perform their appointed duties faithfully
and in full. They shall so bear themselves that the commitment of the County to
providing good governance for its citizens shall be unquestioned.

Further, all employees receiving compensation from Carbon County shall faithfully
execute the responsibilities and tasks given them to the best of their ability. Neither
shall they withhold labor when on-duty; i.e., taking longer than authorized breaks or
otherwise withholding service. Employees are required to perform the essential
functions contained in their job descriptions and those that can be reasonably derived
therefrom.

Professional Standards. In addition to the general requirement of the good
performance of defined duties and essential functions, the County requires employees
covered by codes of conduct and practice adopted elsewhere to abide by the same;
e.g., Bar Code, EMT protocols, Uniform Building Code, etc. Where standards are not
formally codified but generally upheld within a professional group or industrial
sector, those too shall be considered standard of performance for Carbon County.
Further, all persons employed by the County or who are the agents of the County
shall abide by the laws of the United States, the State of Utah, Carbon County and the
various incorporated municipalities therein.

Employee Demeanor. Politeness and reasonableness are required of all Carbon
County employees. Reasonable co-operation and a respect for the dignity and
feelings of others also is a requirement. Rudeness, bullying, uncooperativeness,
unresponsiveness and refusal to communicate are unacceptable. All employees are
especially cautioned to be polite and helpful when dealing with the general public.
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Title 3.

Employee Conduct

Chapter B. Employee Conduct Guidelines

1. Loyalty to the County. No employee may refuse to fulfill the County’s duties or to

carry out the policies and ordinances of the County Government which are within its
rightful jurisdiction.

a. Commentary on Internal Matters. No employee may comment to the media or the
public on matters which are internal in nature only. Matters of internal concern
deal primarily with direction of the work force and personnel matters which are
not subject to disclosure under applicable federal, state, and local law.

b. False Statements about the County Government. Employees who knowingly
make false statements against the County are engaging in Disruptive
Communication as well as Disloyalty.

Confidentiality. Many employees have access to information that is sensitive and
private in nature. Much of that information is protected under State and Federal law.
Employees also have access to information that could unfairly influence the bidding
process. Employees are expected to keep all information that they learn in their
positions confidential.

Moonlighting. The County recognizes the fact that an employee may be justified,
under some circumstances, in accepting casual outside employment to be performed
after working hours if no conflict with the County interest is involved. No employee
shall accept or engage in any activity, business, or employment, either during or after
working hours, that would conflict with County’s interests or diminish the ability of
the employee to render to the company the full, loyal, and undivided service which is
contemplated in his or her employment by the County. Accordingly, the County
does not prohibit its employees from having another employer other than the County.

However, second jobs are permissible only if an employee can continue to perform
his or her essential functions of the job within the scheduled workweek. Work
assignments and schedules will not be changed for County employees to perform
duties not related to County. If a second job can be shown to be interfering with the
full performance of the essential functions of County duties, the employee’s
supervisor may condition the employee’s continued employment at the County on
his or her termination of the other employment. The employee in question has the
right to ask the Personnel Officer to mediate if he/she thinks the decision of the
supervisor is in error.

It is not County policy to allow an employee to work for more than one department
of the County where the total working time regularly would require the payment of
overtime pay.

Telephone Use. In general, County telephones are for business purposes only. It is
recognized that some personal telephone calls are necessary such as in the case of a
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family emergency or urgent matter requiring immediate attention. The duration of
these calls, both in-coming and out-going, should be as brief as possible and the
number of calls kept to a minimum. Personal calls that can be made after work
should not be made or received during business hours. To ensure that this policy is
not too burdensome, Supervisors may authorize employees to receive or make
personal calls that are (a) local charge and (b) as short as possible. This is an area
that requires discretion if any personal calls are allowed at all and, in all cases, the
Supervisor's decision and discretion are final. However, in no case may an
employee receive a collect long distance call nor initiate one without a supervisor's
express permission. Long distance personal out-going calls must be reimbursed to
the County. Employees placing personal calls must advise the County Accounting
Department in writing of the date, time, and number called so that the County can be
reimbursed by the employee. Under no circumstance may an employee initiate a
"900" call or other "fee for time" call.

Further, employees may not use any cell phone, personal or county-issued, while
operating a county vehicle or a private vehicle when operating that private vehicle in
furtherance of county business. For more information on the safe use of cellular
phones, please refer to the Carbon County Safety Manual.

5. Use of County Property. From time to time, employees will be given the use of
County property to perform their jobs. County property includes, but is not limited
to, all equipment, vehicles, electronics, cell phones, and computers given or issued to
the employee for the performance of his or her job. All employees shall use County
property for the use intended and at the direction of their Supervisors. County
property shall not be used for personal purposes. Theft or willful destruction of
County property is prohibited. Additionally, the County maintains all ownership
in any County property, may demand the return of the property, or may assign
the property to another employee at its sole discretion. Employees have no right
to exclude the County from entering, searching, or reviewing at any time
anything in the County property, created with the assistance of the County
property, or stored by, within, or in the County property. Employees have no
expectation of privacy in the use of any County property.

6. Duty to Report Workplace Injuries. In addition to the rules and laws of the State of
Utah, Carbon County requires that employees report injuries that are not obviously
minor at the earliest possible time. Employees should make these reports within at least
twenty-four hours. This is especially true of falls and strains.

7. Duty to Report Personnel Policy Violations. Employees of the County have a
duty to report any violation of the Carbon County Policies and Procedures Manual or
the commission of any Class B or Class A Misdemeanor or Felony to their immediate
supervisor within five (5) working days or as soon as possible if that violation
endangers the life or limb of any person whomsoever. This duty includes an
employee’s obligation to report (a) his or her own violation and (b) any other
violation of any other person observed by the employee. Supervisors are required
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to report any such offense within two (2) working days to the Personnel Officer.
Further, all Supervisors are required to take action upon such offenses. Failure to
report or failure to take action shall be a violation equal in gravity to the uncharged
or unreported offense; i.e., an employee who fails to report a Class Il violation is
guilty of a Class Il violation.
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Title 3.

Employee Conduct

Chapter C. Dress and Grooming Standards

1.

General.  Department Heads and Contractors who have County employees
permanently assigned to them have the right to demand certain dress standards
applied uniformly throughout the department.

Safety Requirements. The County may, from time to time, require employees to
shorten hair length or provide for restraint of their hair for safety reasons or good
hygiene. For specific safety requirements that employees are expected to follow
please see the Carbon County Safety Manual. The County shall make provision for
reimbursing at a reasonable rate safety equipment including attire as required or
provided at the County's discretion.

Appearance. The County may require employees to dress in a manner in which an
identifiable majority of the workers in the community doing substantially the same
work dress. All employees who are working in a general office environment,
including the County offices, shall be required to wear casual business attire. The
County shall provide a policy specifically defining what this requires them to wear.
Those performing manual labor, or working in environments where clothes regularly
become soiled, shall be allowed to wear the most comfortable and easy to maintain
clothes possible consistent with other requirements. This is especially true of workers
who rarely if ever deal directly with the public.

Grooming. The County insists that workers exhibit the highest standard of
cleanliness and hygiene consistent with the work they perform. Where the work
performed rarely consists of the soiling of clothing or self, there is some latitude in
grooming but personal cleanliness is a must. Hair length in males and females may
be restricted in departments of a paramilitary nature to the same standards used by the
U. S. Armed Forces. Hair length in other individuals may be restricted to a lesser
degree but such length must serve a public purpose. The Personnel Officer may
require a Department Head to show cause as to public purpose. Department Heads
must be able to articulate a standard and the reasons therefore before attempting to
impose one.

Provocative Clothing. Clothing that is considered provocative may be forbidden.

Authority to Create Standards. Department Heads may set the standards for their
own departments providing only that they reduce them to rational written form, if
required to do so. However, the Commission may impose County-wide standards and
may overturn a Departmental standard.
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Title 3.

Employee Conduct

Chapter D. Political and Religious Activities

1. Religious and Political Activities. An employee may belong to the political party or

persuasion of their choice, or to the religion of their choice. They may be active in the
same. Any activity relating to politics or religion not performed during work time is
their right.

Religious and Political Displays at Work. No employee shall display, on a County
work site, any materials promoting the political election or defeat of any candidate for
public office. Nor shall they solicit money or service for any candidate, nor shall they
campaign for a candidate during work time. Employees should not proselytize during
work time or otherwise organize religious worship.  Carbon County will
accommodate religious observance as required by law. Employees shall respect the
wishes of others who do not want to participate in political or religious discussions or
activities.

No Religious or Political Affiliation Requirement. No person shall lose
employment or promotion because of political activities or affiliation or lack thereof.
Nor shall employment be denied for the same. Nothing herein, however, shall be so
construed as to require the employment or retention of a person who advocates the
violent overthrow of the United States or violence against any government official or
other person whomsoever

Union Activities. No employee shall be discriminated against in matters of hiring,
promotion, discipline or evaluation with regard to membership (or lack of) in a labor
union or association.
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Title 3. Employee Conduct
Chapter E. Drug Free Workplace

The County prohibits drug and alcohol use or impairment in the work place in order to
protect the public and the County’s employees. The County has adopted comprehensive drug
and alcohol regulations to implement this policy.
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Title 3. Employee Conduct

Chapter F.

Prohibited Conduct

1. Prohibited Conduct. No person employed by the County, or who shall be an agent
of the County, shall engage in any conduct that adversely impacts the efficiency,
harmony, good order or lawful and good purposes of the County or its Departments;
nor shall engage, while on duty, in any conduct that discredits the County in the eyes
of the general public. An act need not be unlawful or specifically mentioned in these
Policies & Procedures to be considered prohibited conduct. Any act which a
reasonable person would define as adversely impacting the County Government or its
operation, or the citizens of the County, is "prohibited conduct.” The seriousness of an
act of prohibited conduct, whether falling under this paragraph, or whether
specifically proscribed elsewhere, shall be defined as having either:

A) aserious adverse impact,
B) a moderate adverse impact, or
C) a minor adverse impact.

In that order they shall be defined as Class 11, Class Il or Class | Offenses.

2. Specific Instances of Prohibited Conduct. The following are specific instances of
conduct. This is not an exhaustive list and is intended only to define certain specific
types of prohibited conduct.

a. Abusive language. Any language that is intended to disparage, demean, insult or

provoke is prohibited. Specifically forbidden are:

1.

2.

Scatological references;
Graphic sexual descriptions or gesture;

Disparaging references to a person's race, religion, creed, ancestry or
disability;

Use of any language with the intent to provoke or demean another person or
any language that a reasonable person would consider offensively
inappropriate to the situation.

b. Attendance. Employees who are late for work (tardiness) or who do not show up
for assigned shifts are, by definition of these policies, not performing
satisfactorily. Employees who, for any reason, will be late in reporting for work,
should make every attempt to contact their Supervisor. Employees who, because
of personal business, must be absent from work should arrange with their
Supervisor to be excused. Repeated offenses will be considered an aggravating
factor in disciplinary actions.
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1. “Tardiness” is reporting to work at any time past the assigned start of work.

2. “Absenteeism” is not being present or reporting to work for at least two hours
after the assigned starting time.

3. “Job Abandonment” is defined to be absence without written permission more
than three (3) times in any given calendar year.

c. Conflicts of Interest. It shall be a violation of these policies to violate Utah Code
Annotated § 67-16-1, et seq., as currently codified or subsequently amended, or
any other federal, state, or local statute governing conflicts of interest. It is
recognized that in rural areas, conflicts of interest sometimes appear
unavoidable. A person's cousin, for instance, may be the only local source of a
product the person's department uses. A general guide for employees is that a
person should be neither helped nor harmed because of his/her relations with
County employees. If any employee feels that he/she may have a potential
conflict of interest, he/she should file notice of Conflict of Interest and his/her
decisions in these matters shall be reviewed by the Executive Authority or other
relevant authority if the Executive Authority is unable. The Personnel Officer
may, from time to time, be required to develop procedures that result in the
resolution of possible conflicts of interest; i.e., special bidding procedures, etc.

1. Gratuities and Bribes. Receiving gratuities is a violation of the Utah Public
Officers’ and Employee Ethics Act. Receiving gratuities may cloud the
judgment of public employees. Any gift other than a meal during the normal
course of the workday is expressly forbidden. Even a meal in certain
circumstances is a violation of law. Accordingly, employees should even
decline meals in most circumstances. It is even a more serious offense to
solicit a gratuity (bribe) in promise to perform or refrain from performing a
public duty or prerogative.

d. Dispensing of Artificial Scents. In order to promote healthier, nonallergenic air, it
shall be a violation of these policies to dispense into the air of any Carbon County
Worksite any artificial scent. For the purposes of this section that shall include the
burning of scented candles, the placing of the same on hot plates, plug-in air
fresheners or any other mechanical or electrical device or contrivance designed to
introduce into the air any artificial scent. Nor shall any product be used which
introduces scents into the air by degradation (simply being uncovered). Nothing
herein shall be so construed as to forbid the use of colognes or perfumes on ones
person unless in such amounts as to become offensive to the general public.
Nothing herein shall be so construed as to forbid the use of "ionic" devices or
other non-scented cleaners. The Executive Authority may excuse the application
of this policy when it determines that a violation is necessary and will not cause
physical distress. Employees working in the animal shelter or in the ambulance
department are specifically exempt from the application of this section.

e. Disruptive Communication. “Disruptive Communication” is any action, physical,
written or verbal, designed to defame an employee or agent of the County, or to
interfere with the good operation of the County or the rightful execution of its
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ordinances or polices. It is any attempt made to impede, alter or stop:
1. the performance or advancement of an employee;

2. the outcome of a disciplinary or personnel action;

3. the hiring of an employee; or

4. the forming or execution of policy, especially by the Executive Authority of
the County.

Disruptive Communication is also making false charges, or causing them to be
made. It is Disruptive Communication if the action is done with malice and/or
caprice and the statements made are demonstrably untrue and the person who
makes the statements knows, or should have known, of their untruth. It is
Disruptive Communication if a person represents as truth that which he/she knows
to be false or does not know to be the truth.

f. Fabrication, Falsification, or Fraud.  Any employee who willfully and
purposefully falsifies any document relating to his/her employment, or, who
willfully and purposefully makes any false verbal statement regarding his/her
employment, or, who gives false testimony or statements in a personnel action
regarding another person, or, who knowingly withholds pertinent evidence
regarding personnel actions, is guilty of violating this paragraph. It is also a
violation to falsify any portion of an application or interview for employment.
Violations can include falsification of time cards or medical releases.

g. Failure to Comply with Order of Emergency Personnel. All employees will
comply immediately and fully with the orders and instructions of all emergency
and law enforcement personnel. Failure to do so constitutes a serious breach of
discipline endangering life and property. Employees are hereby warned that any
damage or injury resulting from non-compliance may result not only in
disciplinary action but civil or criminal liability.

h. Firearms and Weapons. Unless specifically permitted by his or her job duties,
such as a law enforcement, while employed by the County and during work hours,
employees are prohibited from introducing, possessing, using, buying, or selling
unauthorized weapons, firearms, ammunition, explosives, infernal device, knife or
other edged weapon (other than a pocket knife), or items deemed by the County to
be dangerous inside of a County Vehicle or upon County property or upon their
person. Pocket knife shall be defined to be a small knife, designed for carrying in
a pocket or purse, that has its cutting edge and point entirely enclosed by its
handle, and that may not be opened by a throwing, explosive, or spring action.
Nor shall any County vehicle be used for hunting. The actual use of any weapon,
even if make-shift, exacerbates any charge of threat or violence.

i. Horseplay and/or Fighting. No employee of Carbon County shall take any
physical action intended to harm or demean another person. Nothing herein shall
be construed to punish an attempt to prevent harm by pulling a person out of the
way of danger or trying to gain their attention in a noisy environment. Further,
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persons who are attacked have the right of self-defense but only providing they
cannot flee the situation.

j. Insubordination. Insubordination occurs when an employee deliberately refuses
to obey or carry out a reasonable, legal, and proper directive from a superior. This
type of misconduct in the workplace can obviously damage an employer and
employee relationship. Illegal orders consist of: (A) any order which, if carried
out, would be a breach of federal, state, or local law, or, (B) any order which if
carried out would endanger the life or limb of either the person carrying out the
order or any other person. Insubordination also includes disrespectful conduct or
language directed at a superior.

k. Negligence. Any action, physical, written or verbal, which may reasonably be
believed to subject any person to injury or death, or may subject County property
to damage or destruction. Negligence need not result in harm to be an offense; it
need only subject persons or property to the proximate danger of harm. Any
action is negligence that a reasonable and prudent person would refrain from
because he/she knows that it will or might endanger persons or property.
Negligence also occurs when an employee places himself or herself in proximate
danger, or injures himself or herself, through an act or acts that he or she knows or
should have known to be perilous.

I.  Nepotism. It shall be a violation of these policies to violate Utah Code Annotated
§ 52-3-1, et seq., as currently codified or subsequently amended, or any other
federal, state, or local statute governing the employment and/or supervision of
relatives of current employees or officials.

m. Personal Mail and Packages. No employee shall arrange to have or receive any
personal mail or packages at work.

n. Solicitation and Business Activities at Work. No employee shall engage in "for-
profit" business during his/her hours of work for the County. They shall not offer
for sale to any other employee or person on a job site any product or service for
monetary reimbursement. No person shall be admitted to a work area to solicit
sales not having to do with County business. Nor shall any person be admitted to
a work area for the collection of debt. Nothing herein, however, shall prohibit
solicitation for charitable contributions provided disruption is minimal. Nor shall
anything herein prohibit a rare offer to sell or buy. For instance, one employee
sees a "for sale” sign in another employee’s car and inquires of the price. The test
drive, though, would have to take place on personal time. The intent of this
paragraph is to forbid running a business on County time.

0. Unbecoming Conduct. “Unbecoming Conduct” consists of gambling, wagering,
or illegal sexual conduct. It also covers other conduct which has been held by
most courts to be grounds for dismissal under the terms of "moral turpitude.”

p. Violations of Carbon County Policies. Carbon County will from time to time
adopt and amend policies such as policies governing e-mail, computer usage,
retention and destruction of documents, and personal use of county facilities.
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Employees are required to read and follow these policies. Any violation of these
policies is prohibited.

3. Classes of Prohibited Conduct

a. Class | Offenses. The following list is of actions deemed by the County to have a
minor adverse impact on the County. This list is partial and any action by an
employee having a minor adverse impact on the County is hereby deemed a Class
| offense:

e Negligence where no property damage or personal injury occurs, and
where personal injury is unlikely;
Failure to wear required safety equipment;
Failure to report Class | violations as required;
Failure to report injury or any accident of less than $1,000 in value or any
injury-whether to self or others-which does not require off-site care.

b. Class Il Offenses. The following list is of actions deemed by the County to have a
moderate adverse impact on the County. This list is partial and any action by an
employee having a moderate adverse impact on the County is hereby deemed a
Class Il offense:

e Failure to report any accident where the damage to County property is
equal to or likely to exceed $1,000 or failure to report damage to property
owned by another person or company other than a County employee or
agency;

e Commission of a second Class | offense within one (1) calendar year.
This is not an additional offense, but changes the Class | to a Class II;

e Insubordination where damage or personal injury occurs;

e Negligence where property damage exceeds $1,000 or a non-lost-time
personal injury takes place where the likelihood of damage exceeding
$1,000 or lost-time personal injury is a substantial possibility. This
includes failure to wear safety equipment as required;

e Conviction of a Class A Misdemeanor or 3" Degree Felony including
those relating to substance abuse;

c. Class Il Offenses. The following is a list of actions deemed by the County to
have a serious adverse impact on the County. This list is partial and any action by
an employee having a serious adverse impact on the County is hereby deemed a
Class Il offense:

e Failure to report an injury—whether to self or another—that requires
offsite treatment;

e Commission of a second Class Il offense within one (1) calendar year.
Commission of a third Class | offense within one (1) calendar year. This
is not an additional offense but changes the Class | or Class Il to a Class
Ii;

Commission of a Class 11 violation by a supervisor;
Use of alcohol or controlled substances (without a prescription) on a
worksite;

e Possession of controlled substances with the intent to sell;
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e Sale of controlled substances on County property or conviction by a court
of law of possession with intent to sell;

¢ Negligence where property damage or loss exceeds $1,000, or where any
lost time personal injury results, or where there is permanent disability or
death. Negligence includes failure to wear required safety equipment;

e Refusing to take a breath, urine or blood test requested by a competent
authority of the County which persons include the employee's supervisor,
the County Personnel Officer or any County Commissioner;

e Loss of driving privileges where operation of a vehicle is one of the
essential functions of the position; e.g., bus driver, truck driver, etc.

e Improper possession of controlled substance or alcohol on County
Property.
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Title 4. Performance Evaluations
Chapter A. Job Descriptions

Job descriptions outlining the essential functions of the position shall be established for
every position by the Personnel Officer and updated as needed. Each Carbon County
employee, regardless of status, shall be able to execute the essential functions of their
position with or without reasonable accommodation. If an employee is unable to perform
up to the standard required for the position or the essential functions of the position, a
meeting with the employee will be arranged to determine the reasons for the inability to
meet these requirements and what changes or corrections may be required to either the
work environment or resources available to assist the employee. Failure to do so may
result in disciplinary action. Unwillingness of an employee to cooperate in taking the
necessary steps to improve his or her processes may result in termination.

Employee performance plans shall be established by the Personnel Officer in
collaboration with the Department Supervisors for each employee under their supervision
on a yearly basis or more if needed.
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Title 4. Performance Evaluations

Chapter B. Performance Evaluations

At least annually, within one month of the employee's anniversary date, the employee's
supervisor shall conduct an evaluation of the employee's performance. The purposes of
the evaluation are as follows:

1. To communicate supervisor expectations to the employee.
2. To develop goals for the employee to work toward.

3. To allow the employee to discuss any suggestions, problems or concerns the
employee may have.

4. To identify any deficiencies in the employee's performance and to outline a plan of
correction.

5. To provide documentation for potential promotions, bonuses, disciplinary actions, or
discharge.

Upon completion of every probationary period, a performance evaluation will be
completed by the appropriate supervisor.

An annual performance evaluation may be completed by the employee's anniversary date.
In addition, such evaluations may be completed from time to time as needed for the
benefit of the employee or the District. An employee's anniversary date is defined as the
day the employee begins employment.

The Personnel Officer will review all evaluations for consistency and for compliance
with these policies. The Board of Commissioners may, from time to time, evaluate non-
elected Supervisors. All employees may request to have any statements they consider
false or malicious to be reviewed by the Personnel Officer.
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Title 5.

Discipline

Chapter A. General.

1.

Applicability. ~ Any Executive Employee, Part-Time Employee, Temporary
Employee, Stand-by Employee, or Probationary Employee may be discharged at the
will of the County. Such employees have no expectation of continuing employment
and have no expectation that they will be subject to any notification prior to
discharge. Additionally, no Executive Employee, Part-Time Employee, Temporary
Employee, Stand-by Employee, or Probationary Employee is entitled to any
progressive discipline unless these policies and procedures and/or applicable
provisions of federal, state, or local law expressly provides for such progressive
discipline. Accordingly, the provisions of Title 5 of this Manual do not apply to such
employees unless expressly made applicable to the particular classification of
employees in the body of the applicable provision.

Discipline Appropriate. ~ Any employee (which term includes supervisors)
committing an offense against the good order and discipline of the County, wherever
named, shall be subject to disciplinary actions up to and including termination.

Fair Discipline. It is the policy of Carbon County that discipline shall be applied
without regard to race, color, creed, national origin, sex, age, disability, marital status
or the intent to bear children. Furthermore, it shall be applied evenly. However, the
County recognizes the necessity of using discretion with regard to aggravating and
mitigating circumstances.

Initiation of Discipline.  Generally, any disciplinary investigation and/or the
disciplinary process is initiated by the Department Head (whether or not elected) or
an employee’s immediate supervisor. However, the Commission, or a Commissioner,
may order a disciplinary investigation and the imposition of any warranted
disciplinary action. The Personnel Officer, may, if he/she has evidence that a
Department Head is refusing to act, investigate a report of infraction provided only
that he/she informs the Commission in writing that he/she is doing so. Nothing herein
shall be so construed as to relieve any person whomsoever of the duty of imposing
discipline or reporting violations of the Policies and Procedures.

Enforcement. While the decision to apply discipline is primarily the Department
Head's, the oversight of ensuring compliance with these procedures is the
responsibility of the Personnel Officer. Except as noted under Procedures, any
applicable processes, forms, etc., shall be approved by the Personnel Officer.
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Title 5.

Discipline

Chapter B. Types of Discipline.

1.

Verbal Warning. A Verbal Warning is a private discussion between supervisor and
employee regarding any disciplinary issue, including failure to adequately perform.
Any deficiency verbally communicated to the employee is a Verbal Warning.

Written Warning. A Written Warning is a written document delivered to an
employee regarding any disciplinary issue, including failure to adequately perform.
Any deficiency communicated in writing to an employee is a Written Warning.

Suspension. A Suspension is a disciplinary action in which an employee is
prohibited from working for the County for a period of time. The suspension may be
with or without pay. Any prohibition from working for the County for any period of
time is a Suspension.

Disciplinary Transfer. A Disciplinary Transfer is a disciplinary action in which an
employee is transferred to another position in a different department or division of the
County or to the supervision of a different supervisor.

Demotion. A Demotion is a disciplinary action in which an employee is moved to a
lower pay grade, moved to a subordinate position that results in a reduction in pay, or
removed from a position of responsibility that results in a reduction in pay.

Dismissal or Discharge. A Dismissal or Discharge is a disciplinary action in which
an employee’s employment relationship with the County is involuntarily terminated
and the employee is removed from the payroll.

Other Disciplinary Measures. The disciplining official or body may determine to
fashion other disciplinary measures than those identified above. In such cases, the
disciplining official or body should attempt to classify such measures within one of
the above-identified classifications. For instance, if a Department Head determines to
place a person on probation for a length of time with the consequence for failing to
adhere to policy, it would be appropriate to identify the measure as a Written
Warning.
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Title 5.

Discipline

Chapter C. Administration of Discipline.

1. Purpose of Discipline. The County’s policies on disciplinary procedures are
designed to achieve the following goals:

a.

To eliminate disciplinary problems in advance, as much as possible, by letting
employees know what offenses will be punished and what disciplinary steps will
be taken.

To protect employees from the unsafe actions of their co-workers that might put
them in physical jeopardy.

To assure all employees that basic disciplinary procedures will be applied
uniformly in all Departments.

To give employees who violate rules the opportunity, where appropriate, to
improve by informing them what specific actions they should take to meet
behavioral and performance standards.

The County may use corrective discipline for violations of standards of conduct in a
progressive manner. Increasing severity of disciplinary action may be given each time an
employee is disciplined.

2. Procedure for Use of Disciplinary Methods

a.

b.

Verbal Warnings. If, in the matter of any Class | violation, the disciplining
authority deems it in the best interest of all concerned to issue only a Verbal
Warning and not to initiate any formal discipline, the disciplining authority may
speak to the employee about what he/she considers a violation.

1. In such cases, the disciplining authority should prepare a written record
specifying the date and time of the Verbal Warning and identifying with
specificity the reason for the Verbal Warning. The record of the Verbal
Warning should be placed in the employee’s personnel file.

2. A Verbal Warning may not be used for Class Il or Class Ill violations.
Additionally, a Verbal Warning may not be used for a second Class | offense
that is the same or similar to another Class | offense for which an employee
received a Verbal Warning within the last year.

Written Warnings. If an employee commits any Class I or Class 11 violation and
the disciplining authority deems it in the best interest of all concerned to issue
only a Written Warning and not to initiate any other formal disciplinary measures,
the disciplining authority may issue a Written Warning.

1. In such cases, the disciplining authority should prepare a Notice of Intent to
Issue a Written Warning, identifying with specificity the reason for the
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proposed Written Warning and the date and time by which any employee
response will be accepted. The Notice of Intent to Issue the Written Warning
should be delivered to the employee by any appropriate method.

2. An employee who is given a proposed Written Warning must be given an
opportunity to respond to the proposed Written Warning either verbally or in
writing before any Written Warning is issued. The response time should be a
reasonable amount of time under the circumstance, which in no event shall be
less than one working day.

3. A Written Warning when issued must be delivered to the employee by any
appropriate method and placed in the employee’s personnel file. Although not
necessary for administration of the Written Warning, an employee should be
given an opportunity to sign the Written Warning to evidence that he or she
was delivered a copy. If an employee refuses to sign, the disciplining
authority should date the document and note that the employee refused to sign
the Written Warning.

4. A Written Warning may not be used for a Class Il violation. Additionally, a
Written Warning may not be used for a second Class Il offense that is the
same or similar to another Class Il offense for which an employee received a
Written Warning within the last year.

d. Suspension, Demotion, Disciplinary Transfer, Discharge or Dismissal. If an
employee commits any Class I, Class I, or Class Il violation and the disciplining
authority deems it in the best interest of all concerned to Suspend, Demote,
Disciplinarily Transfer, Discharge, or Dismiss an employee, the disciplining
authority must follow the following procedures.

1. In such cases, the disciplining authority should prepare a Notice of Intent to
Suspend, Demote, Transfer, Discharge, or Dismiss (“Notice of Intent to
Discipline”), identifying with specificity the reason for the proposed action
and the date and time by which any employee response will be accepted. The
Notice of Intent to Discipline should be delivered to the employee by any
appropriate method.

2. An employee who is given a proposed Notice of Intent to Discipline must be
given an opportunity to respond to the proposed discipline verbally, in
writing, or both before any discipline is issued. The employee may request
both verbal and written responses. The response time should be a reasonable
amount of time under the circumstance, which in no event shall be less than
three working days.

a. A disciplining authority may immediately suspend an employee without
pay and require the employee to leave the premises if, in the sole
discretion of the disciplining authority, circumstances require such an
action. In such a circumstance, the suspension must be with pay unless
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after a hearing is held on the proposed discipline, the disciplining authority
determines that immediate action was necessary because the employee’s
intentional and willful violation of policy, the safety of the public or other
County employees, or the protection of property required immediate
action.

3. Once final discipline is issued the Notice of Disciplinary Action must be
delivered to the employee by any appropriate method and placed in the
employee’s personnel file. Although not necessary for administration of the
discipline, an employee should be given an opportunity to sign the Notice of
Disciplinary Action to evidence that he or she was delivered a copy. If an
employee refuses to sign, the disciplining authority should date the document
and note that the employee refused to sign the Notice.

e. Other Forms of Discipline. If a disciplining authority determines to issue an
alternative form of discipline to those described above, the employee is entitled to
the procedure that is most closely aligned to the discipline that is issued. The
Personnel Officer ultimately will determine which procedure is most appropriate
after giving due deference to the disciplining authority’s opinion as to the
appropriate procedure.
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Title 5. Discipline
Chapter D. Termination of Executive Employees.

1. Senior Executive Employees. In the event that an Occupational Employee accepts
an appointment to become an Executive Employee, he or she shall be reinstated as an
Occupational Employee in a position for which he or she is qualified in a pay grade
comparable to the pay grade he or she had when last employed as an Occupational
Employee if (a) he or she is not retained by the appointing official, (b) he or she was
not discharged for cause, and (c) an Occupational Employee position exists. If a
comparable Occupational Employee position does not exist, the employee may be
appointed to a lesser position pending the opening of a comparable position. If the
employee is placed in this pending position, he or she shall have precedence over
other employees and applicants who are waiting for such an Occupational Employee
position.
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Title 5.

Discipline

Chapter E. Disciplinary Appeals.

1. Applicability.  Any Executive Employee, Part-Time Employee, Temporary

Employee, Stand-by Employee, or Probationary Employee has no right to an appeal
of any disciplinary decision. Accordingly, the provisions of Title 5, Chapter E of this
Manual do not apply to such employees unless expressly made applicable to the
particular classification of employees in the body of the applicable provision.

Right to Appeal. Before an employee may appeal any disciplinary action against
him or her, the employee must first exhaust the County’s Grievance Procedure.
Employees may not appeal verbal warnings or written warnings. Additionally, any
employee of the Carbon County Sheriff’s Department must appeal to the Deputy
Sheriff’s Merit Board.

Appeal Initiation. Upon the receipt of notice of the final disposition of the Carbon
County grievance procedures outlined in Title 9, an employee has the right to appeal
the disciplinary process and action imposed to the Carbon County Career Service
Council/Carbon County Commission.

a. Time for Appeal. An employee must submit his or her written notice of appeal to
the Carbon County Recorder within ten days or an employee will be deemed to
have waived all appeal rights.

b. Initial Determination of Jurisdiction. The Career Services Council shall make an
initial determination as to whether the Council has jurisdiction under Utah Code
Ann. § 17-33-4(b). This determination shall be done without the necessity of a
hearing.

c. Hearings. If the Career Services Council determines that it has jurisdiction, it
shall have discretion to require written submissions, conduct a hearing, or to
conduct any other proceedings necessary to hear and resolve the appeal.
Additionally, although the Career Services Council is generally an appellate body
with reviewing authority to determine the appropriateness of the decision of the
disciplining authority, it may have all the powers to compel witnesses to attend
the hearing where it deems appropriate and as authorized by applicable state
statute.

d. Final Decision. Upon the completion of a hearing, the Career Services Council
may affirm, modify, vacate, or set aside the discipline imposed. The decision is
by majority vote. The decision is not final until it is placed in written form,
signed, and served upon the appealing party either by hand-delivery or placed in
certified mail return receipt requested. Service is complete upon delivery to the
appealing party or placement of the decision in the mail.
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Title 6.

Non Discrimination

Chapter A. General

1. Equal Opportunity. Carbon County is an Equal Opportunity Employer and provides

access to all County services. It is the practice of the County to select, develop, and
promote employees based on their ability and performance. This policy applies to all
terms and conditions of employment, including, but not limited to, hiring, placement,
promotion, termination, layoff, recall, transfers, leaves of absence, compensation, and
training. This policy also extends to those who seek to do business with the County.

As an EOE Employer, the County does not discriminate on the basis of race, color,
gender, religion, age, national or ethnic origin, disability, marital status, veteran
status, or any other classification prohibited by federal, state, or local law. The
County adheres to and upholds the mandate set by the Utah Right to Work Law in
that the right of persons to work for the County “shall not be denied or abridged on
account of membership or non membership in any labor union, labor organization or
any other type of association.”

Discrimination is Punishable. It is the obligation of every person employed by the
County, including Department Heads and Elected Officials, to uphold these policies
and the laws from which they are derived. Any willful discrimination shall be
considered an offense against the good operation of the County and shall subject the
offender to disciplinary action up to and including termination.

Military Service Protected. No County employee shall suffer any disability or
discrimination because of his/her service in the Armed Forces of the United States
(including the U.S. Coast Guard). Nor shall the County discriminate in hiring
because of membership in the Guard and Reserve components of the Armed Forces.
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Title 6.

Non Discrimination

Chapter B. Harassment

1. All Legally Prohibited Harassment Prohibited. The County prohibits harassment

of its employees, contractors, consultants, Board of Commissioners, other elected or
appointed officials, and customers in any manner. The County will not tolerate
verbal, visual, or any other communication including email, internet, or telephone,
physical misconduct, or any other actions by any employee that harasses or that
impacts another’s job function and performance or who creates a hostile work
environment by demeaning or harassing any person based on an individual’s gender,
race, age, national origin, religion, disability, or any other legally protected
characteristic.

The County is committed to providing a professional, safe working environment
within a setting of mutual respect. Words, actions, or other forms of harassment
based on an individual’s gender, race, age, national origin, religion, disability, or any
other legally protected characteristic are prohibited and will result in corrective action
up to and including termination.

Sexual Harassment. Unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature constitute sexual harassment when
submission to or rejection of this conduct explicitly or implicitly affects an
individual's employment, unreasonably interferes with an individual's work
performance or creates an intimidating, hostile or offensive work environment.

Sexual harassment can occur in a variety of circumstances, including but not limited
to the following:

e The victim as well as the harasser may be a woman or a man. The victim does
not have to be of the opposite sex;

e The harasser can be the victim's supervisor, an agent of the employer, a supervisor
in another area, a co-worker; and

e The victim does not have to be the person harassed but could be anyone affected
by the offensive conduct.

Sexual harassment can occur in different types of situations. For instance, it is illegal
sexual conduct (1) if submission to sexual conduct is made either explicitly or
implicitly a term or condition of an individual's employment or advancement or (2)
where a job benefit is directly tied to an employee submitting to unwelcome sexual
advances.

Moreover, conduct can be sexually harassing if the sexual conduct unreasonably
interferes with an individual's job performance or creates a hostile, intimidating or
offensive work environment without regard to tangible or economic job
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consequences: the person may not lose pay or a promotion. Such sexual harassment
may include, but is not limited to:

o repeated requests for sexual favors

o demeaning sexual inquiries and vulgarities

« offensive language

« other verbal or physical conduct of sexual or degrading nature

o sexually offensive, explicit or sexist signs, cartoons, calendars, off color jokes,
gender stereotyping, literature or photographs displayed in plain view

« offensive and vulgar graffiti.

3. Reporting Process. It is helpful for the employee who feels he/she has been the
victim of or witness to any illegal harassing behavior to directly inform the harasser
that the conduct is unwelcome and must stop. However, such action is not required,
but the employee or witness to acts of harassment should document the occurrence.

Employees and/or witnesses must report the incident to his/her supervisor or another
member of Management. In the event that the behavior is from one’s supervisor, the
victim or witness can make a report to his or her Personnel Officer or any member of
the Carbon County Commission. If the offending individual is the Personnel Officer,
the victim or witness may report the incident to the Board of Commissioners pursuant
to the rules available from Human Resources.

4. Investigations. All allegations of discriminatory or harassing behavior will be taken
seriously and investigated immediately by the Personnel Officer or another duly
delegated individual while maintaining the privacy and confidentiality to the parties
involved. Where appropriate, immediate corrective action will be taken up to and
including termination. All claims are encouraged to be reported immediately.

No person shall be required to remain on a work site if there is an immediate threat
of harm or there has been an assault. No person shall lose wages or in any way be
made subject to any disciplinary action for reporting sexual harassment. Where an
environment is hostile or dangerous no person shall be required to work in that
environment until the situation is resolved. The Personnel Officer is explicitly
authorized to grant paid leave if necessary.

The process will include:

e interview with involved parties: claimant, alleged harasser, witnesses, etc.;

e recording of the evidence: ascertain the facts and observable incident(s), not
opinions and document discussion; and

e share findings: investigation results will be communicated to the claimant, alleged
harasser, witness and supervisor.
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5. “Zero Tolerance” of Retaliation. It is important for County employees to know that
by law, any retaliation against an employee who opposed any illegal discrimination or
harassment or made a charge or participated in an investigation is prohibited under
Title VII. No employee will be penalized for factual representation of the events.
Employee behaviors that are protected include:

« resisting advances, discrimination, or other harassment

e registering a complaint of harassment or discrimination

e supporting the claim of another employee

o picketing in protest of illegal discrimination or harassment
« notifying law enforcement authorities

6. False Claims. In the event it is found that claimant or witness made false accusations
or use this policy to intimidate, harass or create groundless claims against another,
will be subject to corrective action up to and including termination.
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Title 7. Benefit & Compensation

Chapter A. General

1. Benefits and Compensation. It is the policy of Carbon County to offer benefits and
compensation at such levels as to promote stable and functional families. It is the
policy of Carbon County to offer the highest levels of compensation and benefits
commensurate with: (a) fiscal responsibility, (b) provision of high levels of service
and the provision services mandated by law, (c) the good order and discipline of the
County and (d) the level of productivity among the workforce. It is further the policy
of the County to provide compensation according to all laws of the State of Utah and
the United States and the decisions of courts of competent jurisdiction.

2. Equality. Employees doing the same job in the same department should receive the
same wage except that the County may from time to time institute systems of seniority
and merit. There shall be no favoritism where benefits are not tied to job descriptions
or levels of compensation; i.e., one employee may not be granted two days of
bereavement leave for the death of a father while another is granted three. Nothing
herein shall be so construed as the adoption of the doctrine of Equal Worth,” nor shall
anything be so construed as to prevent the adoption or acceptance of an Affirmative
Action Plan.
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Title 7. Benefit & Compensation

Chapter B. Holidays

1. Holidays. The days listed below shall be recognized and observed as Holidays. In
addition, the Board of Commissioners may, from time to time, declare additional days as
Holidays. Days so declared entitle employees to the same benefits as if the day were part
of the list.

a. NEW YEARS DAY, the 1st day of January.

MARTIN LUTHER KING, JR. DAY, a.k.a. Human Rights Day, the 3rd Monday
of January.

PRESIDENT'S DAY, the 3rd Monday of February.

MEMORIAL DAY, the last Monday of May.

INDEPENDENCE DAY, the 4th day of July.

PIONEER DAY, the 24th day of July.

LABOR DAY, the 1st Monday of September.

COLUMBUS DAY, the 2nd Monday in October.

VETERAN'S DAY, the 11th Day of November or the Monday thereafter.
THANKSGIVING DAY, the 4th Thursday in November.

k. FRIDAY AFTER THANKSGIVING.

I. CHRISTMAS DAY, the 25th Day of December, workers working on Christmas
Eve, and not the day after and after 4 pm are eligible for Holiday Pay
reimbursement.
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2. Holidays Observed. When one of the above listed days falls on a Saturday, the day
before shall be considered the Holiday. If it falls on a Sunday, the Monday after shall be
considered the Holiday. All employees working on a Holiday shall be compensated
monetarily except the Sheriffs Department. All Sheriffs Department employees receive
one (1) day of compensatory time per month, regardless of when the Holiday’s fall.
Part-time, seasonal, and temporary workers do not receive Holiday benefits. However,
part-time, seasonal and temporary workers required to work on a declared Holiday shall
be paid 1.5 rate. If four ten (10) hour shifts are being worked and the Holiday occurs on
a Friday or Saturday, the Thursday before shall be the Holiday. In all other cases the
Holiday shall be observed on the day listed above except that ambulance workers who
work on the 24th of December may claim Holiday pay on that day provided they do not
work on the 25th.
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Title 7. Benefit & Compensation

Chapter C. Vacation

1.

General. 1t is the policy of Carbon County that employees should be allowed
vacation time because of the regenerative effect thereof; it being in the best interest of
both the employee and the County to have vacations. Therefore, supervisors shall
make themselves aware of the vacation accruals of their employees and schedule
vacations for the maximum efficiency of the department. It is up to the supervisors to
schedule vacations but they must allow employees to use the maximum allotment of
their accrual in any given calendar year if they so desire. However, nothing herein
shall be so construed as to prevent response to emergencies or to maintaining
adequate staffing levels.

Limited Accrual. No employee shall accumulate more than 168 hours (24 days) if
they are a 35 hour worker or 192 hours (24 days) if they are a 40 hour worker or
worker in another class. Full-time workers of at least 30 hours but less than 35 hours
shall compute their maximum accrual as 24 x the length of their normal shift.
Vacation credit in excess of these limits shall be lost at midnight on the 31st of
December each calendar year. However, no employee shall lose vacation time
because they were forced by policy to use compensatory time. In such cases, the
payroll clerk shall simply not remove the excess vacation time from the employee's
account.

Scheduling. Consistent with section 1 above, employees and supervisors will work
closely together in scheduling vacations. It is realized that not all vacations can be
planned, but to the extent it is possible, they should be. Generally speaking, first
requested, first granted. It would be wise if every supervisor would hand out a
calendar on the first work day of the year and ask the employees to request their
known conflicts. In case of conflicts, the senior employee generally prevails.
However, perhaps an employee must attend a certain event on a certain day and shall
therefore prevail unless both the senior and junior employee are in the same situation.
Once a day is pre-scheduled, a senior employee has five (5) working days to claim
seniority right; if not, the original request stands.

Accumulations. While "days" is a common term and used in these Policies &
Procedures, actual credit and debit of vacation time and sick time is in hours.

Cut Off Days. No employee begins accumulating sick leave until the first day of the
month following his or her first day of work.

Probationary Employees. While actual accumulation begins with hire, its use is
restricted. While an employee may use his or her time, with supervisor's approval,
during their probation, a probationary employee who does not successfully complete
probation, will have vacation time monetarily deducted from his or her final
paycheck.
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7. Earning rates. The amount of vacation earned depends on the seniority of the
employee. The Commission may grant additional vacation time to comply with the
ADA if necessary for reasonable accommodation. Again, the actual computation of
credit and debit is in hours. However, for convenience, use the following schedule:

0-5 years of service .833 days a month or 6.66 hrs (10 days annually)
5-10 years of service 1.00 days a month or 8.00 hrs (12 days annually)
1015 years of service 1.25 days a month or 10.00 hrs (15 days annually)
15-20 years of service 1.50 days a month or 12.00 hrs (18 days annually)
20+ years of service 1.67 days a month or 13.50 hrs (20 days annually)

8. Vacation Coordination. If a County Holiday should occur during an employee's
vacation, he/she shall not be charged vacation time for that day or part thereof.
Similarly, even though on vacation, an employee will receive holiday pay credit.

9. Termination. All unused vacation credit shall be paid upon retirement or
termination (voluntary or involuntary).
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Title 7. Benefit & Compensation
Chapter D. Sick Time

1.

General. Employees are granted sick time regardless of seniority. The Commission
may grant additional vacation time to comply with the ADA, if necessary, for
reasonable accommodation. It is accumulated at the rate of 7 hours per month for 35-
hour employees and 8 hours for 40 hour employees and employees of other classes.
Full-time workers of at least 30 hours, but less than 35 hours, shall compute their
accrual by dividing their weekly hours by 5 and then rounding the number down to
the next integer. Sick time is credited on the first day of the month after it is earned.

Usage. An employee may use his/her sick time to care for a child over which he/she
is the legal guardian, or a spouse, or, his/her own parent or grandparent.

Donation. Employees may donate sick time to employees who have exhausted their
benefits. In order to avail one's self of donation a person must be currently ill and
have exhausted all sick time because of said illness. No Employee may donate
his/her sick time if the contribution shall cause the employee to have less than two
working weeks sick leave. In no case may a worker extend his/her sick leave beyond
a continuous six (6) month absence. All donations must be entirely voluntary and are
irrevocable. Employees shall be made fully aware of this before donation.

No employee may donate sick leave at retirement. No employee may donate more
than 40 hours at one time. If the donee is still out ill and has again exhausted their
sick leave the donor may again donate. When the employee (donee) returns to work
their sick leave account shall be shall zeroed out regardless of how many hours
remain therein unless otherwise dictated by law.

Cash Conversion. As a wellness incentive, Carbon County will pay 1/4 of the
accumulated sick time upon separation from employment. Said payment shall not
exceed one month's base pay. To receive this benefit, all sick leave hours will be
deemed to have been “cashed in.”

Probationary Period. An employee begins to accumulate sick leave during
probation but may not use the same. Any sick time during probation shall be unpaid.
However, probationary employees must be allowed unpaid leave for any purpose
consistent with the Family & Medical Leave Act.

Certification. Any time an employee is absent using sick leave for illness for more
than three consecutive work days (regardless of length of shift) certification of illness
must be provided by a health care professional. Note this is WORK days, not
consecutive calendar days.

Personal Days. Any employee may use two of his/her sick days during a given year
as personal days for any purpose whatsoever. However, a personal day must be
formally requested prior to its use and may not be used in conjunction with an
absence due to illness; i.e., used to avoid the required certification called for above.
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Use of a personal day must be noted on the employee's time sheet or it will be treated
as a normal sick day. Nothing herein shall be so construed as to allow an employee to
use time he or she has not otherwise accrued nor construed so as to add to the number
of days allowed an employee under other provisions of County Policy or State and
Federal laws.

8. Fraud. A person who abuses these policies or in any way fraudulently claims to be
sick is engaged in prohibited conduct that will subject him or her to disciplinary
action up to and including termination.
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Title 7. Benefit & Compensation
Chapter E. Other Leave

1. Bereavement Leave. The County shall grant five (5) days paid leave for the death of
a spouse or child over which the employee is the legal guardian and if not the legal
guardian, currently married to the parent of the child who has died, and, three (3) days
paid leave for the death of a brother, sister, mother, step-mother, father, step-father,
grandmother, grandfather, grandchild or, the mother, father, grandmother, grandfather
of a spouse or son or daughter-in-law. In addition, the County shall grant one (1) day
paid leave for the death of the employee's own aunt or uncle or, brother or sister-in-
law. This leave may be taken anytime within ten (10) calendar days of the report of
the death to the employee. If an employee is informed of the death while on shift,
he/she may leave the shift and not begin the count of leave until the next calendar
day.

2. Unpaid Leave of Absence. An employee may request unpaid leave of absence for
up to six (6) months to further education, illness not covered under the FMLA, drug
or alcohol treatment, medical treatment not covered the County Insurance, or for
reasons pertaining rationally to their family situation. Employees do not have the
absolute right to such leave; it must be granted either by their supervisor or the
Commissioner. However, should an employee be granted such leave, he/she has the
same reemployment rights as provided under Active Duty Military Service.

3. Family Medical Leave. The County will comply with the provisions of the Family
and Medical Leave Act (“FMLA”). The County will administer such leaves of
absences in accordance with FMLA and other applicable federal and state law. The
Personnel Officer shall prepare, and update as appropriate, written guidelines to
implement this policy and shall provide a copy of those guidelines to each employee.
The type and length of leave, and compensation to be received, if any, during the
leave will also be set forth in those guidelines. The most recent guidelines are
appended hereto to this Chapter E as Appendix A.

4. Disability Leave Caused by Employment Injury. Should a worker be so injured in
the course of employment with the County as to receive disability payment, that
person may be placed on unpaid disability leave once his or her paid sick leave is
exhausted. If the County replaces a worker on disability, he/she may reclaim his or
her job provided that the replacement worker has not been employed for longer than
six (6) months. After six months, the worker has preference for any County position
for which he or she is otherwise qualified. Any person injured to an extent he/she
cannot perform the essential functions of the position must bring a physician's release
before returning to work. The County will, if necessary, make reasonable
accommodations to assist a worker who has disabilities.

a. Reporting. An employee must report to his/her immediate supervisor: (A) any
injury or strain he or she believes should receive treatment, (B) an injury that may
aggravate if not attended to, (C) any fall to the back or head, (D) any cut wherein
the flow of blood may not be staunched by a regular "band-aid." They must
report these incidents or injuries immediately if possible or at the earliest
opportunity. Failure to do so may result in disciplinary action but does not bar
him or her from claiming Workers Compensation benefits.
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b. Release to Return to Work. Any worker who claims disability or who is
otherwise injured and declared unfit to work by a physician shall obtain a medical
release to return to work before being allowed to do so. Either the worker or the
County will present, if necessary, a job description to the physician so that he/she

may give informed release.

c. Designated Provider. The County may, from time to time, designate a physician
or facility as "designated first provider,” whom/where the injured worker must
first see. The worker has the right under State law to visit another physician.
However, the County and/or those administering its workman's compensation

claim, retain the right to have a physician of their choosing examine the patient.

5. Military Service Leave. Leave shall be given as required by federal and state law to

all qualified members of the armed services.

6. Automatic Non-Prejudicial Termination. Employees who have been absent for six
(6) months and who have run out of sick-time and vacation time or who, at a point
earlier than six (6) months, are absent without benefits are automatically terminated
without prejudice unless they are on an Unpaid Leave of Absence or Military
Absence. However, no employee shall be terminated because of the failure of a
physician to provide paperwork. If such be the case and the Department Head or
Clerk-Auditor or Personnel Officer cannot obtain compliance from the treating

physician, they shall send them to another physician to determine fitness for work.

a. Extension. The Commission may from time to time extend final termination
providing the employee's replacement has not been on the job for six months, or
may allow the termination to take place and extend absolute preference to the
employee regarding the next hire, or they may expand the department by
promising to take back the person upon release. This is solely a Commission
prerogative and is not an employee right. It is a recognized principal that
unforeseen situations require some flexibility of executive authority. In all cases,
the Commission's decision is final. However, the Commission should make the
extension a finite time to be reviewed as circumstances dictate. This action is not
available if the employee has not been off six (6) months or has not run out of
benefits. No action under this paragraph should take place if donated sick time is

available and the time away is less than six (6) months.
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APPENDIX A
EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to eligible employees for the following
reasons:

« For incapacity due to pregnancy, prenatal medical care or child birth;
* To care for the employee’s child after birth, or placement for adoption or foster care;
* To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or

* For a serious health condition that makes the employee unable to perform the employee’s job.

Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National Guard or Reserves
in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered
servicemember during a single 12-month period. A covered servicemember is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render
the servicemember medically unfit to perform his or her duties for which the servicemember is undergoing medical treatment,
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.

Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” on the same terms as if
the employee had continued to work. Upon return from FMLA leave, most employees must be restored to their original or equivalent
positions with equivalent pay, benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.

Eligibility Requirements
Employees are eligible if they have worked for a covered employer for at least one year, for 1,250 hours over the previous 12 months,
and if at least 50 employees are employed by the employer within 75 miles.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a
medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing
the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive
calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity
due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a reduced leave schedule
when medically necessary. Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly
disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave
Employees may choose or employers may require use of accrued paid leave while taking FMLA leave. In order to use paid leave for
FMLA leave, employees must comply with the employer’s normal paid leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days notice is
not possible, the employee must provide notice as soon as practicable and generally must comply with an employer’s normal call-in
procedures.

Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the
anticipated timing and duration of the leave. Sufficient information may include that the employee is unable to perform job functions, the
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family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or
circumstances supporting the need for military family leave. Employees also must inform the employer if the requested leave is for a
reason for which FMLA leave was previously taken or certified. Employees also may be required to provide a certification and periodic
recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under FMLA. If they are, the notice must specify
any additional information required as well as the employees’ rights and responsibilities. If they are not eligible, the employer must
provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the
employee’s leave entitlement. If the employer determines that the leave is not FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers
FMLA makes it unlawful for any employer to:

« Interfere with, restrain, or deny the exercise of any right provided under FMLA;

* Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding
under or relating to FMLA.

Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining
agreement which provides greater family or medical leave rights.
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Title 7. Benefit & Compensation

Chapter F. Special Compensation and Other Allowances
1. Overtime

a. Workweek. The designated work week of the County begins each Saturday at
23:59:59 and ends 168 hours and one second later; i.e. midnight of the second
Sunday after. Any time actually worked, regardless of when it occurs during the
work week, in excess of forty (40) hours shall be designated overtime work.
Overtime work shall be compensated at 1.5 times normal rate. Compensation
shall be monetary except as provided below.

b. Computation. Overtime will be computed as required by law.

c. Authorization. No employee may claim overtime except that such work is
authorized by the supervisor. The Commission and/or other elected officials may
assume, at their pleasure, the authority to authorize overtime. If any such
department shall make such the policy and the policy is not current at the time of
the adoption of these Policies & Procedures, all employees in that department
shall be so informed. Further, supervisors will not suffer work to be done on the
County's behalf without pay or compensatory time. For the purposes of this
paragraph, voluntary work performed for the 4-H clubs Boy Scouts, Girl Scouts
or any charitable organization to which the employee may belong, though it be of
indirect benefit to the County, are exempted provided that no employee shall in
any way suffer because he/she refuses to volunteer.

d. Eligibility. No elected official nor Department Head shall receive overtime or
compensatory time, provided only that the Commission declares them Salaried-
Exempt and he or she meets the criteria established by law.

e. Mandatory. The County may require overtime work. Workers may be required
to make themselves available for overtime work.

f. Compensatory Time. The Federal Government has allowed to local and state
governments to pay compensatory time (hereafter comp time) instead of overtime
monetary pay. This is provided that employees agree to the same and the rates at
which it is paid are the same at which monetary compensation would have been
paid. For instance, a worker who works more than forty (40) hours per week will
receive 1.5 hours of compensatory time for each hour of work over forty (40). No
employee not eligible for overtime pay shall be eligible for comp time pay.

1. Use of Comp Time. Each Department who pays in comp time shall submit to
the Commission & Clerk-Auditor & Personnel Officer a policy stating the
maximum accumulation their Department will allow. The policy must
provide the following:
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a. Total Number of Hours accumulated:

i. Employees engaged in public safety activities, emergency response
activities, or seasonal activities who are not exempt from the Fair
Labor Standards Act overtime rules may accumulate no more than 480
hours.

ii. Employees engaged in any other activity not listed above and who are
not exempt from the Fair Labor Standards Act overtime rules may
accumulate no more than 240 hours. Additionally, once such
employees have worked 160 hours of overtime, they may accumulate
no more comp time.

b. The policy must include a provision that states that no employee may be
forced or coerced to accept comp time in lieu of payment.

c. The policy must provide that the employees be allowed to use the comp
time within a reasonable period after the employee makes a request for its
use if that will not unduly disrupt the operations of the department.

The Commission may approve or reject any such policy at its sole discretion.
If approved, a comp time report for each employee shall be submitted to the
Clerk-Auditor every month on a form he/she shall provide. No employee shall
be allowed to exceed the Departmental maximum. After the maximum has
been reached, overtime pay shall be compensated monetarily.

Call Out Pay. Any time an employee, having already left the workplace in the
expectation that his/her shift is completed is called back to work before the next
regularly scheduled shift; that worker has been "called out." Workers who are called
out shall receive not less than two (2) hours pay regardless of time worked. If they
work one (1) hour they shall be paid two (2) hours; if they work three (3) hours they
shall be paid three (3) hours. Call-out pay also applies to those on Standby but not
those on pager.

. Standby and Pager Pay. If an employee is required to wear a pager and be available
for duty and not be required to be in a fixed spot, the County shall reimburse such
persons at the rate of $1.00 per hour. If an employee of the UNIT is required to wait
near a phone or other communication device in a fixed position, he/she shall be
reimbursed at the rate of 1/6 base pay for every hour required to wait. Such time shall
not count toward overtime calculations.

. Snowfighter Pay. Persons called out to remove snow shall receive $1.33 per hour
over and above any other compensation.

Uniform Allowance. Any employee required by the County to wear a uniform shall
have that uniform provided or shall receive maintenance costs of the same in such a
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manner as the Commission shall from time to time dictate.

. Tool Allowance. Non-Executive Employees who are required to provide tools
valued at not less than $3,000 shall receive a tool allowance for wear and tear. Such
allowance shall either be authorized by the Commission from time to time or be a
matter of contractual agreement. Further, the County shall provide reasonable
insurance coverage for the same which shall be authorized by the Commission from
time to time or be a matter of contractual agreement.

Protective Clothing Allowance. All departments shall require such protective
apparel as required by law. The Commission will from time to time establish a
schedule for reimbursement for the purchase of such apparel.

. Travel Allowance. Employees may be entitled to reimbursement for business related
travel. Reimbursement for such travel expenses are governed by separate Travel
Policies that are determined from time to time by the Commission.
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Title 7. Benefit & Compensation
Chapter G. Break Policy

1. Periodic Breaks. It shall be the policy of Carbon County that Carbon County
employees shall receive one 15 minute break for each continual 4 hour period of
work. Additional breaks or other break schedules may be required due to State or
Federal law for certain employees, such as ambulance drivers, CDL drivers, law
enforcement, etc., and this policy shall not be construed to supersede or conflict with
such laws or statutes.

2. Lunch Breaks. All employees working more than 35 hours a week shall receive a
one-half or one hour unpaid lunch break each day. All such employees must clock
out during their lunch break. The lunch break shall be at the employee’s half-way
point in the workday or at such time as the employee’s supervisor may direct.
Employees may not take their lunch break at the end or beginning of a shift.
Employees may remain at their work site during their lunch break but may not be
required to work during that time.

3. Timing and Use of Breaks. Breaks are for the purpose of providing the employee
with a respite from work during the middle of a work shift. Break time shall not be
used immediately after a shift begins or immediately before a shift ends for the
purpose of leaving work early or arriving to work late. Break time shall not be used
immediately prior to or immediately after the lunch break for the purpose of
extending a lunch period, and no more than one break shall be taken within a four
hour period (i.e., employees shall receive one break in the morning and one in the
afternoon).
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Title 8: Drug Testing Policy

Chapter A.

1. Policy.

General Policy and Definitions.

It is the policy of the Carbon County that the unlawful manufacture,

distribution, possession or use of a controlled substance or illegal drug, and/or the
distribution, dispensation, possession, or use of alcohol in the workplace is expressly
prohibited.

a. In order to achieve a drug-free work place, employees and applicants shall be
required to participate in all of the following alcohol and drug testing:

1.

7.

When an applicant has been extended a conditional offer of employment but
before beginning work.

When there is a reasonable suspicion to believe that the employee has used
illegal drugs, has illegally used legal drugs, or has the presence of illegal drugs
in his or her system.

When the employee has been involved in an “on duty accident” or unsafe
work practice.

On a random basis if the employee is in a safety-sensitive position.

As a condition to return to duty after testing positive for controlled substances
or alcohol.

As part of follow-up procedures to employment related drug or alcohol
violations.

As part of preannounced periodic testing.

2. Scope. This policy covers all employees of and applicants for employment at Carbon
County.

3. Definitions.

a. The terms “alcohol” and “drugs” are defined according to Utah Code Ann. § 34-
38-2, as amended. The term “illegal drug” means any Schedule | drug as defined
under Utah Code Ann. § 58-37-4, as amended; a Schedule 11, 111, IV or V drug, or
a prescription medication used or consumed by the employee without a lawful
prescription. The term “illegal drug” does not include any medication which has
been lawfully prescribed for an employee by his or her physician and taken as
directed.

b. On Duty Accident. Any accident involving injury to person or property including
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the loss of life, or an accident in a vehicle resulting in the issuance of a moving
traffic citation.

c. Drug and Alcohol Test. A drug or alcohol test is defined to mean a blood, urine,
saliva, hair, breath, and/or any other scientifically recognized test to determine the
presence of alcohol or an illegal drug or the metabolite of an illegal drug using
any scientifically reliable analytical method.

d. Positive Test. The result on any drug and alcohol test showing the presence of
alcohol or any illegal drug in an employee’s system at or above the cutoff levels
defined below.

1. lllegal Drug Cutoff Levels shall be the Drug Test Cutoff Levels generally
accepted by the drug testing community or levels established by any
scientifically reliable analytical method.

2. Alcohol Cutoff Level shall be a Blood Alcohol Content (“BAC”) level of 0.04
grams/ml or more.

e. Refusal to Submit to Testing. (a) Failure or refusal to provide an adequate
sample without a valid and verified medical explanation, after the employee has
received notice that they are being tested or (b) engaging in conduct that clearly
obstructs the testing process, including, but not limited to, delaying the test to
avoid the efficacy of the testing methodology used.

f. Reasonable suspicion. An articulated belief based on recorded specific facts and
reasonable inferences drawn from those facts that an employee is in violation of
Carbon County’s drug and alcohol policy.

g. Safety Sensitive Duties. Any duties which directly affect the safety of
governmental employees, the general public, or duties involving access to
controlled substances as defined in Title 58, Chapter 37, Utah Controlled
Substances Act, during the course of performing job duties.

h. Sample. A sample means urine, blood, breath, saliva, hair, or any other substance
from which a drug and alcohol test can reliably identify the presence of alcohol
and/or drugs in a person’s body.
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Title 8: Drug Testing Policy

Chapter B. Testing Policy
1. Testing Notice.

a. Before performing any alcohol or drug test authorized by this Policy, Carbon
County, through its designated representative shall notify the employee being
tested, verbally or in writing, whether the test being administered is required by
the Omnibus Transportation Employees Testing Act of 1991, or whether it is
required by this policy.

b. Carbon County employees who, under applicable Carbon County job descriptions,
are required to hold CDLs are required under rules established by the Federal
Highway Administration to be subjected to pre-employment, reasonable
suspicion, random, post-accident, return-to-duty, and follow-up drug and alcohol
testing.

1. When conducting any of the above-noted tests on CDL employees, Carbon
County shall provide the employee with the following notice:

a. The drug and/or alcohol test you are being required to take is required
under rules established by the Federal Highway Administration pursuant
to the Omnibus Transportation Employees Testing Act of 1991.

b. If you refuse to submit to the required testing you may be subject to
disciplinary action, up to and including termination.

c. Carbon County employees are also subject to pre-employment, reasonable
suspicion, random (if employment involves safety-sensitive duties), preannounced
period testing, post-accident, return-to-duty, and follow-up drug and alcohol
testing under this policy.

1. When conducting any of the above-noted tests pursuant to Carbon County
Policies for any other reason other than as required by the federal
regulations and statutes identified in section 8.B.1.b above, Carbon County
shall provide the employee with the following notice:

a. The drug and/or alcohol test you are being required to take is required
by the Personnel Policies and Procedures of Carbon County.

b. If you refuse to submit to the required testing you may be subject to
disciplinary action, up to and including termination.

2. Pre-Employment Testing. Carbon County requires a final applicant selected for a
position with the Carbon County to undergo an alcohol and drug screen test to detect
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the presence of alcohol and illegal drugs in the body. Refusal to take such a test shall
be grounds for denial of employment. An applicant who tests positive for illegal
drugs or alcohol may be denied employment with Carbon County.

a. Drug and alcohol testing shall be conducted after the selected applicant has been
extended a conditional offer of employment but before beginning work.

b. All of Carbon County’s job announcements and conditional offers of employment
may contain the following notice:

1. All applicants selected for employment with Carbon County may be required
to take a drug and alcohol test with negative results as a precondition of
employment.

2. A positive test result or failure to submit to the required testing shall result in
the withdrawal of any conditional offer of employment with Carbon County.

c. If the final applicant tests positive for drugs or alcohol as set forth above, or
refuses to submit to testing as defined by this policy, the conditional offer of
employment shall be withdrawn in writing and the applicant shall not be
employed by Carbon County.

3. Prohibited Employee Conduct.

a. Employees shall not use or be in possession of alcohol, illegal drugs, or legal
drugs obtained illegally, while on duty, on Carbon County premises or while in
the Carbon County vehicles. Carbon County premises includes buildings, parking
lots, grounds and vehicles owned by the Carbon County or personal vehicles
being used for Carbon County business.

b. Employees shall not use, be under the influence of, be in possession of, or be in
such a condition as to test positive for alcohol or illegal drugs while on duty, on
Carbon County premises or while in Carbon County vehicles. Carbon County
premises includes buildings, parking lots, grounds and vehicles owned by Carbon
County or personal vehicles being used for Carbon County business.

c. Employees violating the terms of this Policy shall be subject to questioning and
disciplinary action.

d. Any employee violating this Policy may be subject to immediate termination.
4. Reasonable Suspicion Testing.
a. When a designated Department Head or other responsible individual makes a

determination that there is reasonable suspicion to believe that an employee is
using or has used and has alcohol or illegal drugs in his or her system, is under the
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influence of, or is in possession of alcohol or illegal drugs, the employee shall be
subject to drug/alcohol testing.

1. The Department Head or other responsible individual making the
determination that reasonable suspicion exists shall submit written
documentation setting forth the specific, contemporaneous articuable
observations that resulted in the reasonable suspicion determination.
Reasonable suspicion of use of illegal drugs or alcohol may also be based on
observation of indications of the chronic and withdrawal effects of those
substances.

a. The required observations underlying reasonable suspicion testing must be
made by a Department Head or Carbon County official who has received
at least two (2) hours of training on the physical, behavioral, speech, and
performance indicators of alcohol and/or drug use.

b. Observations underlying the reasonable suspicion testing must be
documented in writing and signed by the Department Head or Carbon
County designated official within twenty four (24) hours or before the
results of the tests are announced, whatever is later.

2. Reasonable suspicion testing may not be conducted by the same Department
Head or responsible individual who makes the reasonable suspicion
determination.

3. Upon required testing due to reasonable suspicion, the employee tested shall
not engage in the operation of any Carbon County equipment or engage in any
employment related duties until the results of the tests are received and the
employee is released back to work.

5. Random Testing.

a. Employees assigned to, or performing, safety sensitive duties are subject to
random drug/alcohol tests.

b. Random tests shall be both of the following:
1. Unannounced.
2. Reasonably spread throughout the year.

c. Each employee within a testing pool must have an equal chance of being tested
each time a random test is conducted.

d. Random Testing for CDL Drivers.
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1. Employees having CDL licenses may be subjected to random alcohol testing
only while performing safety sensitive function, just before the driver is to
perform safety sensitive functions, or just after the driver has ceased
performing safety sensitive functions when those tests are conducted not
pursuant to the requirements of the separate provisions of this Policy found in
Section 8.B.5.e but only pursuant to federal regulations.

2. Drug tests may be performed at any time the driver is on duty.

3. Employees having CDL licenses are also subject to random testing pursuant to
Section 8.B.5.e. Tests conducted pursuant to that subsection are not subject to
the requirements of this subsection.

e. Random Testing for Safety Sensitive Employees not having CDL Licenses. (a)
Employees performing safety sensitive duties but not having CDL licenses and (b)
employees with CDL licenses when performing safety sensitive duties unrelated
to their CDL licensure may be subjected to random alcohol and drug tests any
time the employee is on duty.

f. Pool Testing — Consortiums.

1. Carbon County may join a consortium with testing pools large enough so that
Carbon County’s CDL drivers are always subject to random testing and the
required annual testing rate shall be met by tests conducted of all drivers
within the pool.

2. If and when Carbon County chooses to join a drug/alcohol testing consortium,
Carbon County shall designate a liaison to coordinate with the testing
consortium and obtain and maintain all of the following records and
information:

a. How the random selection pool was assembled.

b. The method of selection and notification of drivers.

c. The location of collection sites.

d. Methods of reporting the tests results on each employee.

e. Summary reports on the consortiums program showing that the consortium
tested at the prescribed minimum annual rates for alcohol and/or
controlled substances.

6. Post Accident Testing.

a. Any employee involved in an On Duty Accident shall be tested as soon as
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practical for alcohol and illegal drugs.

1. An employee who is subject to post-accident testing shall remain readily
available for such testing or shall be deemed to have refused to submit to
testing.

2. The results of tests conducted by Federal, State, or Local law enforcement
officers having independent authority to conduct tests to detect alcohol or
controlled substances may be used by the employer to meet post-accident
testing requirements.

b. Upon requested testing due to an accident, the employee tested shall not engage in
the operation of any Carbon County equipment or engage in any employment
related duties until the results of the tests are received and the employee is
released back to work.

7. Preannounced Periodic Testing. Carbon County may test all of its employees on a
regular, periodic basis so long as the testing is conducted pursuant to a schedule that
identifies periodic intervals for the testing and that the employees who are to be tested
on any scheduled test date are notified, at least, two weeks in advance of the date of
the test. Additionally, the testing schedule should be available for employees’
inspection after the schedule is set.

8. Consequences of Positive Drug/Alcohol Test.

a. Except for in situations described in subsection 1 below, all drug tests conducted
pursuant to this Title 8 shall require a split urine sample of at least 45 ml of urine.
The urine shall be divided into two specimen bottles, with at least 30 ml of urine
in one bottle and at least 15 ml of urine in the other.

1. If an employee attempts to evade an alcohol or drug test and delays taking the
test past the time that a drug test on a sample of urine will be effective to
identify illegal drug or alcohol use, Carbon County may test a sample in any
other approved method identified in this policy that will effectively test for the
presence of alcohol or illegal drugs.

b. The test shall be conducted during or immediately after the regular work period of
the employee and shall be considered paid work time for the employee.

c. Carbon County shall pay all the expenses of the sample collection, testing, and
transportation for testing conducted off the worksite.

d. A test shall be conducted by an entity that is independent of Carbon County and
certified for employment drug testing by either the Substance Abuse and Mental
Health Services Administration or the College of American Pathology.
Additionally, all instructions, chain of custody forms, and collection kits used for
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sample collection shall be prepared by that entity.

1. The entity taking the samples shall ensure that (a) the collection of samples is
performed under reasonable and sanitary conditions, (b) the collection method
ensures the privacy of the person being tested, and (c) the manner is
reasonably calculated to prevent substitutions or interference with the
collection or testing of reliable samples.

2. The entity shall also ensure that (a) the samples are labeled and sealed so as to
reasonably preclude the probability of erroneous identification of test results,
(b) those being tested have a chance to provide identification of currently used
or recently used prescription or nonprescription drugs or other relevant
medical information, (c) sample collection, storage, and transportation to the
place of testing are performed in a manner that reasonably precludes the
probability of sample misidentification, contamination, or adulteration, and (d)
sample testing conforms to scientifically accepted analytical methods or
procedures.

3. The entity shall verify or confirm any positive initial screening test by gas
chromatography, gas chromatography-mass spectroscopy, or other
comparably reliable analytical methods.

e. Carbon County shall ensure that the employee or prospective employee be
notified as soon as possible the results of the test and of the employee’s option to
have the 15 ml urine sample tested at the equally shared expense of the employee
and Carbon County. The notice shall be given (a) by telephone at the employee’s
last know telephone number, or (b) in writing at his or her last known address of
the results of the initial test.

f. Positive Test Results.
1. Alcohol.

a. If an employee’s drug or alcohol test is positive for alcohol, the employee
shall be subject to discipline pursuant to the policies established in Title 5
of the Personnel Policies and Procedures Manual. Additionally, the
employee shall be removed from, and cannot return to a safety sensitive
function until, at a minimum, all of the following are met:

1. The employee undergoes evaluation by a substance abuse professional
and, where necessary, rehabilitation.

2. The substance abuse professional determines that the employee has
successfully complied with any required rehabilitation.

3. The employee undergoes a return-to-duty test with no positive alcohol
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or illegal drug test results.

b. In the event a test establishes a BAC level under 0.04 grams/ml but
establishes a BAC level at or between 0.01 to 0.039 grams/ml, Carbon
County shall retest an employee after fifteen minutes. If after retest, the
BAC level is at or over 0.04 grams/ml, the test shall be considered a
positive test result and the employee will be subject to the provisions of
Section 8.B.8.f.1.a.

c. If after retest, the BAC level is 0.02 to .039 grams/ml, the employee shall
not be permitted to perform any safety-sensitive functions and shall suffer
no disciplinary sanctions.

d. If after retest the BAC level is at or below 0.01 to 0.019 grams/ml, the
employee shall (a) suffer no disciplinary sanction and (b) have no
restriction unless signs and indicators of impairment are evident and
articulated by a trained and certified drug and alcohol evaluation
technician. If, after the evaluation, it appears that the employee is
impaired, he or she shall not be permitted to perform any safety related
function.

2. lllegal Drugs. If an employee’s drug or alcohol test is positive for illegal
drugs, the employee shall be subject to discipline pursuant to the policies
established in Title 5 of the Personnel Policies and Procedures Manual.
Additionally, the employee shall be removed from, and cannot be returned to,
a safety sensitive position until, at a minimum, all of the following are met:

a. The employee undergoes evaluation by a substance abuse professional,
and, where necessary, rehabilitation.

b. The substance abuse professional determines that the employee has
successfully complied with any required rehabilitation.

c. The employee undergoes a return-to-duty test with a verified negative test
result for illegal drugs and alcohol.

g. General.

1. If through any of these detection methods or on the employee’s initiative, an
employee tests positive or seeks rehabilitation treatment, Carbon County will
pay for an initial substance abuse evaluation. However, Carbon County
reserves the right to discipline any employee violating its drug or alcohol
abuse policies up to and including termination. If an employee’s employment
is terminated prior to the initial substance abuse evaluation, Carbon County
will have no obligation to pay for the evaluation.
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2. Carbon County encourages employees to enroll in a counseling or
rehabilitation program. Any employee that Carbon County determines not to
dismiss for violations of the drug or alcohol abuse policies and who does
enroll in a counseling or rehabilitation program will be required to sign a
document agreeing to the following conditions in order to remain employed
with full rights and benefits:

a. Any employee for whom treatment is recommended will be responsible
for costs not covered by insurance. The employee will be required to use
accrued compensatory time, annual vacation leave, and sick leave until all
leave is expended. Carbon County will pay the employee’s benefit
package during the allotted treatment time, but not wage supplements
during this time. Each incident will be reviewed on a case-by-case basis.

9. Follow-up Testing. Employees who have violated this Policy and continue to work
for Carbon County shall be subject to follow up drug/alcohol testing for a period of
not less than one (1) year and not to exceed sixty (60) months.

a. Employees subject to follow up testing will be tested a minimum of six (6) times
in the first (1%) twelve (12) months following their return to duty.

b. Follow-up testing beyond one (1) year shall be based on a needs assessment
provided by a substance abuse professional.

10. Miscellaneous.

a. Carbon County maintains the right to conduct announced inspections of Carbon
County owned property, work stations, equipment, desks, cabinets, vehicles, etc.
This property is the property of Carbon County and individual employees should
expect no privacy with respect to the use of this property.

b. Carbon County maintains the right to utilize detection methods necessary for the
enforcement of this policy including blood, urine, or other tests, and the use of
electronic detection equipment and trained animals.

c. Failure to cooperate with these detection methods or inspections is grounds for
disciplinary action up to and including termination of employment.

d. Employees may direct any questions regarding this policy to the Personnel
Officer.
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Title 9. Grievances
Chapter A. Issues Subject to Grievance Procedure

1. General Policy. Employees who perceive that they have a grievance against Carbon
County should exhaust the administrative procedure set forth in the body of this
Policy before addressing their grievance through any other forum. An employee may
file a grievance about any perceived work related injustice or oppression resulting
from an act occurrence, omission, condition, or unfair labor practice. Issues
addressable throughout the grievance process include, but are not limited to:

a. Employee-Supervisor relationships

b. Duty assignments not affecting job classification
c. Shift and job location assignments

d. Working conditions

e. Practices affecting granting of leave

f. Any disciplinary action
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Title 9.

Grievances

Chapter B. Grievance Process

1. Resolution Encouraged at the Lowest Levels. Grievances should be resolved at the

lowest administrative level possible. Employees and their Immediate Supervisors shall
attempt to resolve grievances informally by discussing the grievance issues before
any formal written grievance is filed. Each employee pursuing a formal grievance
must prepare and submit a separate written grievance/appeal to the appropriate
responding official. Written grievances shall contain, at a minimum, the following
information:

a. Name of the employee

b. Date the occurrence or action underlying the grievance occurred
c. Nature of the grievance

d. Historical information related to the grievance

e. Requested resolution

f. Signature of the employee filing the grievance and date filed

Time for Filing Grievance. Employees will be allowed a reasonable amount of time
during work to prepare written grievances. Employee grievances must be filed within
ten (10) days of the occurrence or event giving rise to the grievance, or within ten
(10) days of when the employee acquires knowledge of the occurrence or event
giving rise to the grievance. In the event that an employee determines to move to the
next grievance level, the employee’s grievance must be filed within ten (10) days of
the response that the employee received from the preceding level of grievance. In the
event that the responding official failed to respond within the time allotted, the ten
(10) days begins to run from the date that the response was due.

Time for Response to Grievance. At each level of the grievance process, after a
responding official has received an employee grievance, the responding official shall
have ten (10) working days to respond in writing to the grievance.

a. Permissible Extension. If a responding official is unable to answer the grievance
within the specified time period due to extenuating circumstances, the official
may take an additional ten (10) working days to answer the grievance if they notify
the employee in writing of the exigent circumstances and that the extension is
being exercised. If the grievance remains unresolved or the decision is considered
unacceptable, the employee may grieve the decision to the responding official at
the next level of the grievance process.
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b. Failure to Respond. Absent exigent circumstances, if the responding official fails
to respond within the allotted time, the employee may proceed to the next level of
grievance.

4. Issues Subject to Grievance. Only the issues presented in the original grievance
may be considered throughout the grievance process.

5. Chain of Grievance. A grievance shall be processed through the following chain of
responding officials, if applicable:

Immediate Supervisor
Department Head
Personnel Officer
County Commission

o0 o

6. County Commission Decision is Final. The decision of the County Commission
constitutes the final grievance level. The County Commission shall issue a decision
within forty-five days of the filing of the grievance with it. If the Commission fails to
respond within forty-five days, the grievance is deemed to be denied by the
Commission.

7. Record of Grievance. No document relating to a grievance shall be placed in the
employee’s personnel file. If any disciplinary action against an employee is rescinded
as a result of the grievance process, the Department Head shall remove the record of
the disciplinary action from the employee's personnel file. If any disciplinary action
against an employee is modified as a result of the grievance process, the unmodified
record of the disciplinary action shall be removed from the employee's personnel file
and the modified record of the disciplinary action shall be placed in the employee's
personnel file.
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Stand- Alone Policies

Business Casual Attire

Computer, E-Mail, and Internet Usage
Employees with Disabilities

Return to Work - Transitional Duty Program
Travel Policy
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